
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. 

Page 1 of 5 

Agency 
Cecil County Government 

Division/Unit 
Department of Emergency Services 

Item 
No. 

Description Retention 

GENERAL EMERGENCY SERVICES RECORDS 
This series includes general emergency services records, 
inventory, forms, Human Resources records, Quality Assurance 
documents, and education and training records. 

Changes in records format will not necessarily require revision of 
the retention schedule. However, should the scope or content of a 
records series be altered, the schedule may be amended to reflect 
such changes. 

Each agency will use all or some of the following records which 
are governed by the indicated retention period: 

Inventory 
A. Distribution/Inventory of Fixed Assets 
B. Support (DES 09-063) 

Technical 

C. Invoice Technical Support (DES 09-018) 

D. HazMat 1 Inventory (DES 09-055) 
E. HazMat 2 Inventory (DES 09-056) 
F. HazMat 3 Inventory (DES 09-057) 
G. HazMat 4 Inventory (DES 09-058) 
H. HazMat 6 Inventory (DES 09-059) 

(Continued) 

Retain hard copy permanently 
and transfer annually to 
Archives for permanent 
preservation. 

Retain hard copy for three (3) 
years from the end of the fiscal 
year the file was closed then 
destroy. 

Retain hard copy for one (1) 
year from the end of the fiscal 
year the file was closed then 
destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature 

Typed Name Scott Mesneak 

Title IT & Records Retention Director 

Schedule Authorized by State Archivist 

Date ~1 ftknrOi 7 .011 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. c i t l l DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 5 

Agency Division/Unit 
Cecil County Government Department of Emergency Services 

Item 
No. 

Description Retention 

2 

I. Equipment Issue Receipt - Emergency Medical Services 
(DES 09-062) 

J. Inventory Price List (DES 09-054) 
K. Loaned Equipment Inventory - Technical Support (DES 

09-019) 
L. Receipt of Equipment (DES 09-064) 

M. Special Purchasing Department Inventory (DES 09-045) 
N. Station Inventory (DES 09-044) 

Forms, Reports. Checklists and Logs 
A. Exposure Determination Checklist (DES 09-003) 
B. Pager Repair Form - Technical Support 

C. Advanced Airway Procedure Data Form (DES 09-021) 
D. Electronic Maryland Ambulance Information System 

Patient Care Reports 
E. Information Request Form (DES 09-008) 

F. Incident Reporting Form (DES 09-053) 

G. Building Inspection Checklist (DES 09-041) 
H. Daily Vehicle Maintenance Log (DES 09-014) 
I. Schedule II Drug Form (DES 09-039) 
J. Special Report with supplemental page (DES 05-001) 
K. Training Form (DES 09-052) 
L. Uniform Issue Form (DES 09-061) 
M. Waiver of Liability (DES 09-038) 
N. Work Detail Sheet (DES 09-051) 

O. Competencies Yearly Check Sheet (DES 09-060) 

Retain hard copy for one (1) 
year from the end of the fiscal 
year the file was closed then 
destroy. 

Retain hard copy for six (6) 
months after the file was 
closed then destroy. 

Retain hard copy permanently 
and transfer annually to 
Archives for permanent 
preservation. 

Retain hard copy for five (5) 
years from the end of the 
fiscal year the file was closed 
then destroy. 

Retain hard copy for three (3) 
years from the end of the 
fiscal year the file was closed 
then destroy. 

Retain hard copy for one (1) 
year from the end of the fiscal 
year the file was closed then 
destroy. 

Retain hard copy for one (1) 
year post employment 
termination then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 

Page 3 of 

Agency 
Cecil County Government 

Division/Unit 
Department of Emergency Services 

Item 
No. 

Description Retention 

P. Suggestion Form (DES 05-002) 
Q. Emergency Medical Services Ride-a-long Application 

(DES 09-043) 
R. Response Determinant Form (DES 09-005) 

S. Equipment Coupons - Technical Support 
T. Funeral Announcement Form (DES 09-013) 
U. Paperwork Request Form (DES 09-040) 
V. Radio Announcement Form (DES 09-011) 

HUMAN RESOURCES DOCUMENTS 
Misc. Forms and Reports 

A. Weather Notification Form 

B. Electronic Files (DES 09-014) 

C. Emergency Contact Information Form (DES 09-009) 

D. Cecil County Department of Emergency Services 
Confidentiality Agreement (DES 09-042) 

E. Interview Form (DES 09-007) 
F. Maryland Institute for Emergency Medical Services 

Systems Confidentiality Agreement 

G. Department Head Notification List (DES 09-017) 

H. Facsimile Cover Sheet (DES 09-010) 

Discipline 
A. Employee/Superior Counseling Form (DES 09-002) 

Retain hard copy for six (6) 
months after the file was 
closed then destroy. 

Retain hard copy until no 
longer needed for current 
business, and then destroy. 

Retain hard copy permanently 
and transfer annually to 
Archives for permanent 
preservation. 

Retain for one (1) year post 
employment termination then 
destroy. 

Retain hard copy for one (1) 
year post employment 
termination then destroy. 

Retain hard copy for one (1) 
year from the end of the fiscal 
year the file was closed then 
destroy. 

Retain hard copy for thirty 
(30) days then destroy. 

Retain according to the 
retention policy of the 
document faxed. 

Retain hard copy for one (1) 
year from the end of the fiscal 
year the file was closed then 
destroy. 

OGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. Q[[\-J DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 4 of 5 

Agency Division/Unit 
Cecil County Government Department of Emergency Services 

Item 
No. 

Description Retention 

5 

6 

B. Addressing Ordinance Violation Form (DES 09-020) 

C. Employee Warning Form (DES 09-004) 

Personnel Scheduling 
A. Annual Leave Request Form (DES 09-006) 
B. Shift Fill Worksheet-Communications (DES 09-016) 
C. Shift Fill Worksheet Emergency Medical Services (DES 

09-046) 

D. Shift Exchange Form (DES 05-003) 

OUALITY ASSURANCE 
A. Emergency Medical Services Incident Report - Green 

Sheet (DES 09-025) 
B. Emergency Medical Services Incident Report - Green 

Sheet-Additional Narrative (DES 09-025) 
C. Emergency Medical Services Quality Assurance Inquiry 

Guide (DES 09-027) 
D. Highest Jurisdictional Official Investigation (DES 09-033) 
E. Incident Witnesses (DES 09-029) 
F. Information Collected (DES 09-030) 
G. Investigation Disposition (DES 09-036) 
H. Medical Review Committee Meeting (DES 09-032) 
I. Maryland Institute for Emergency Medical Services 

Systems 5 & 35 Day Report 
J. Medical Review Committee Disposition Outcome (DES 09-

035) 
K. Notifications (DES 09-031) 
L. Quality Assurance Complaint Information (DES 09-028) 
M. Quality Assurance Remediation Plan (DES 09-034) 

Retain hard copy until no 
longer needed for current 
business, then destroy. 

Retain until inactive, and then 
destroy. 

Retain hard copy for one (1) 
year then destroy. 

Retain hard copy for six (6) 
months after the file was 
closed then destroy. 

Retain hard copy for three (3) 
years from the end of the 
fiscal year the file was closed 
then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. C[\\~J DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 5 of 5 

Agency Division/Unit 
Cecil County Government Department of Emergency Services 

Item 
No. 

Description Retention 

7 

A. Quality Assurance Report (DES 09-023) 
B. Quality Assurance Report Additional Narrative (DES 09-

024) 

C. Quality Assurance Worksheet (DES 09-022) 
D. Quality Assurance Findings (DES 09-037) 

EDUCATION AND TRAINING 
A. American Heart Association (AHA) Instructor Information 

(DES 09-048) 

B. Answer Sheet (DES 09-047) 

C. American Heart Association (AHA) Roster (DES 09-050) 
D. Class Roster (DES 09-001) 
E. Program Evaluation (DES 09-049) 

Retain hard copy for one (1) 
year from the end of the fiscal 
year the file was closed then 
destroy. 

Retain hard copy until no 
longer needed for current 
business, then destroy. 

Retain hard copy permanently 
and transfer annually to 
Archives for permanent 
preservation. 

Retain hard copy for five (5) 
years then destroy. 

Retain hard copy for three (3) 
years from the end of the 
fiscal year the file was closed 
then destroy. 

DGS 550-1A 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1930. 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1930. 

PAGE 1 OF 7fl 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

Emergency Medical Services 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

A d d r e s s i n g O r d i n a n c e Vio lat ion F o r m (DES 09-020) 
5: Earliest Year/Laiest Year 

f 2010 
to 

6. Record Series Description (Briefly describe the' types of informatlon/documents/forrns found in the series.- Include the purpose or function of the series.) 

Documents address violations found when responding to emergency calls.. 

7. Record Series Fnrmat(s) List all 

• Letter Size • Mcrofilm 

D Legal Sire • Computer Tape 

D Audio Tape o Floppy Disk 

• Bound Book 0 Video Tape. 

• Other (specify) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

O File Drawer(s). 

• Mcrofilm Reel(s) 

n Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

a. Computer Tape(s) 

• Other (specify) 

11. File is Used 

I Dally • Monthly o Annually 

12. File Becomes Inactive After 

0 
Month(s) • . Year(s) 

Nurrter 

13. Current Location(s) (Bldg.. Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

15. Access Restrictions (If Yes, cite Law(s) & Regulatjon(s) t6. Audit Requirements 

• None O State • Federal • Independent 

17. Is an Index System used?.If yes, explain briefly and describe requirements 

• -Yes • No 

.18. Recommended Retention 

Retain hard copy until no longer needed for 
current business, then destroy 

19. Name.and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 9/10/2010 

DGS 550-4 (Rev. 1/83) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE L OF 71 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

•2. Division 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

A d v a n c e d A i r w a y P r o c e d u r e D a t a F o r m ( D E S 09-021) 
5. Earliest Year/Latest Year 

,„ 2010 

5. Record Series Description (Briefly describe the.types of jnrorrnation/doajments/forrns found in the series. Include the purpose or function of the series.) 

D o c u m e n t s a d v a n c e d a i r w a y s p r e f o r m e d by R a p i d S e q u e n c e In tubat ion cert i f ied P a r a m e d i c s . 

7. Record Series Format(s) List all 

• Letter Size ••Mcroftlm 

• Legal size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book • video Tape. 

• Other fsoedfv) 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other fsnecifv) 

Keyword Lookup 

9. Volume 

• File.Drawer(s) 

• Microfilm Reel(sj 

n Cnmniit^r Tani»Cs\ 
Number 

• Other (sneciM 

7. Record Series Format(s) List all 

• Letter Size ••Mcroftlm 

• Legal size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book • video Tape. 

• Other fsoedfv) 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other fsnecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

n ftnmnutRr TanpiVi 
Number 

• Cther (specify) 

11. File Is Used 

• Dally • Weekly • Monthly o Annually 

12. File Becomes Inactive After 

**' n Monthfsi • Ynarfsl 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & Regularjon(s) 

• Yes • No 

16. Audit Requirements 

• None D State • Federal • Independent 

17. Is an Index System used?.If yes, explain briefly and describe requirements 

D Yes II No 

IB. Recommended Retention 

Retain hard copy for five (5) years from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scot t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

410-996-5205 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E D 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E D 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 3 OF W7) 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

T e a c h i n g a n d E d u c a t i o n 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

A H A Instructor In format ion ( D E S 0 9 - 0 4 8 ) 

5. Earliest Year/Latest Year 

,o 2 0 1 0 

6. P,ecord Series Description (Briefly describe the.types of Inforrnatlbn/dbcuments/for'rns found in the series. Include the purpose or function of the series.) 

I n fo rmat ion o n all A m e r i c a n H e a r t Assoc ia t ion ( A H A ) instructors 

7. Record Series Format(s) List all 

• Letter Size • Ivflcrofllm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • video Tape. 

• Other fsoedfv) 

9. Record Series Sequence. 1 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (SDecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

a Mcrofilm Reel(s) 

• Comnuter TaDpfs) 
Number 

• Other fsofirifvl 

7. Record Series Format(s) List all 

• Letter Size • Ivflcrofllm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • video Tape. 

• Other fsoedfv) 

9. Record Series Sequence. 1 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (SDecifv) 

Keyword Lookup 

10. Annual Accumulation 

O File Drawer(s) 

• Microfilm Reel(s) 

D Comotiter TanefsV 
Number 

o Other (specify) 

11. File is Used 

a Daily • Weekly. a Monthly • Annually 

12, File Becomes Inactive After 

Permanent D M o n t h f s l • . Y c a r r 3 , 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

• Yes i No 

15. Access Restrictions (IfYes, cite Lawfs) & Regulations) 

• Yes • No 

16- Audit Requirements 

• None o State d Federal • Independent 

17. Is ah Index.System used? If yes,.explain briefly and describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or^revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4)0-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or^revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4)0-799-1930 

PAGE H OF 11 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

•2. Division 

T e a c h i n g a n d E d u c a t i o n 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 

4. Record Series Title 

A H A R o s t e r ( D E S 0 9 - 0 5 0 ) 

5. Earliest Year/Latest Year 

, 2 0 1 0 
to 

6. Record Series Description (Briefly describe the.types of informatlon/documents/forrns found in the series. Include the purpose or function of the series.) 

R o s t e r s for A m e r i c a n H e a r t Assoc ia t ion ( A H A ) c l a s s e s t h a t a r e t a u g h t 

7. Record Series Fbrmat(s) List all 

• Letter Size • Mcrofilm 

• Legal Size a Computer Tape 

• Audio Tape o Floppy Disk 

q Bound Book • Video Tape. 

D Other fsDeclfv) 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (sDeclfV) 

Keyword Lookup 

9: Volume 

• FileDrawerfs) 

• Microfilm Reel(s) 

n Cnmniiter Tanpfsl 
Number 

• - Other fsoeclM 

7. Record Series Fbrmat(s) List all 

• Letter Size • Mcrofilm 

• Legal Size a Computer Tape 

• Audio Tape o Floppy Disk 

q Bound Book • Video Tape. 

D Other fsDeclfv) 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (sDeclfV) 

Keyword Lookup 

ID. Annual Accumulation 

O File Drawer(s) 

• Microfilm Reel(s) 

o Comouter Tauefs^ 
Number 

• Other (specify) 
11. File is Used 

• Daily a Weekly H Monthly o Annually 

12. File Becomes Inactive After 

3 
n Mnnrhfsi • Ynarfsi 

Nurrber 

13. Current Location(s) (Bldg,. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

O' Yes i Nn 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

a Yes B .No 

• 16. Au dit Req uire ments 

• None • State • Federal • Independent 

17. Is an Index' System used? If yes,.explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/03) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1930 

PAGE 5" OF *1 f 

1. Department/Agency 

Department of Emergency Services 
2. Division 3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Annual Leave Request Form (DES 09-006) 
5. Earliest Year/Latest Year 

t„ 2010 

6. Record Series Description (Briefly describe the types of Informatlo'n/dacurnentsyforrns found in the series. Include the purpose or function of the series.) 

For the purpose of scheduling leave. 

7. Record Series Fprmat(s) List all 

• Letter Size • • Mcrofilm 

• Legal Size .• Computer Tape 

• Audio Tape • Floppy Disk 

0 Bound Book • Video Tape 

• Other fsueclM 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

0 Geographfcal 

• Other (soeclfvl 

Keyword Lookup 

9.' Volume 

• File.Drawer(s). 

a Microfilm Reel(s) 

• Cnmntiter Taoefs) 
Number 

• Other CSORCIM 

7. Record Series Fprmat(s) List all 

• Letter Size • • Mcrofilm 

• Legal Size .• Computer Tape 

• Audio Tape • Floppy Disk 

0 Bound Book • Video Tape 

• Other fsueclM 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

0 Geographfcal 

• Other (soeclfvl 

Keyword Lookup 

10: Annual Accumulation 

• File Drawer(s) 

0: Microfilm Reel(s) 

• Comuuter Taper's) 
Number 

• Other (specify) 

11. File is Used 

• Daily • Weekly. • Monthly o Annually 

12, File-Becomes Inactive After 

^ ri Mnntrrfs) • Ynarfs) 

Number 

13. Current Location(s) (Sidy,, Floor, Room). 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

O Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation^) 

• Yes • No 

IB. Audit Requirements 

• None • State Federal • Independent 

17. Is an Index.System usee? If yes,.explain briefly arid describe requirements 

• Yes • No 

18- Recommended Retention 

Retain hard copy for one (1) year then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each hew or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each hew or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

PAGE t» OF 7T 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

T e a c h i n g a n d E d u c a t i o n 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Answer Sheet (DES 09-047) 
5. Earliest Year/Latest Year 

,„ 2010 

S. Record Series Description (Briefly describe the.types.of inforTnatlo'n/ddcuments/forms found in the series. Include the purpose or function of the series.)-

A n s w e r s h e e t for test ing p u r p o s e s 

7. Record Series Format(s) List all 

• Letter Size o Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape. 

• Other fsDedfv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

O Chronological 

O Geographical 

• Other fsnerifvi 

Keyword Lookup 

•9: Volume 

• FlleDrawer(s) 

a Mcrofilm Reel(s) 

n Onmrtur*r TanpCs\ 
Number 

• Other fsoecirV) 

7. Record Series Format(s) List all 

• Letter Size o Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape. 

• Other fsDedfv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

O Chronological 

O Geographical 

• Other fsnerifvi 

Keyword Lookup 

10. Annual Accumulation 

• Fiie Drawer(s) 

• Microfilm Reel(s) 

• Comuuter Tapers') 
Number 

• Other (specify) 

11. File is Used 

• Dally Weekly • Monthly o Annually 

12, File Becomes Inactive After 

• Monthfsr • Yearfal 

Number 

13. Current Location(s) (Bldy., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & RegularJqn(s) 

• -Yes • No 

16. Audit Requirements 

• None • State • Federal • independent 

17. Is an Index: System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for five (5) years then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Numher. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE T OF 11 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

Emergency Medical Services 
3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Building Inspection Checklist (DES 09-041) 
5. Earliest Year/Latest Year 

to 2 0 1 0 

6. Record Series Description (Brief!/ describe the.types of informatio'n/docunnents/for'ms found in the series. Include the purpose or function of the series,)' 

Used to document the conditions of the medic stations. 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size 0 Computer Tape 

• Audio Tape oFloppyDisk 

o Bound Book o video Tape. 

• Other (soecify) 

B. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other f'soecifvi 

Keyword Lookup 

9: Volume 

D FileDrawer(s). 

O • Microfilm Reel(s) 

n Cnmniitfir Tanpfs) 
Number 

• Other ("speciM 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size 0 Computer Tape 

• Audio Tape oFloppyDisk 

o Bound Book o video Tape. 

• Other (soecify) 

B. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other f'soecifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• . Microfilm Reel(s) 

n CnmniitRr Tanefs) 
Number 

a Other (specify) 

11. File is Used 

• Daily. • Weekly, • Monthly a Annually 

12. File Becomes Inactive After 

^ LT Months • Vearfsl 

Number 

13. Current Locations) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes 1 No 

15. Access Restrictions (IfYes, cite Law(s) 8- Regulations) 

• Yes • . N o 

16. Audit Requirements 

• None o State • Federal • Independent 

17. Is an Index System used?.If yes,.explain briefly arid describe requirements 

• Yes • No 

,1B. Recommended Retention 

Retain hard copy for one (1.) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Mumher 

410-996-5205 

21. Date 

9/10/2010 

DGS 650-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

e a c h n e w or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo R o a d , P.O. Box 275 
Jessup, Mary land 20794 

410-799-1930 

AGENCY RECORDS INVENTORY Instructions - T y p e or Print a separate form for 

e a c h n e w or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo R o a d , P.O. Box 275 
Jessup, Mary land 20794 

410-799-1930 

PAGE ^ OF 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

Emergency Medical Services 
3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for re ference as well as retention and disposition purposes 
4. Record Series Title 

Cecii County Department of Emergency Services Confidentiality Agreement (DES 
09-042) 

5. Earliest Year/latest Year 

,„ 2010 

6. Record Series.Description (Briefly describe the types of Information/documents/forms found In the series. Include the purpose or function.of the series.)-

Used for the purpose of ensuring that personnel abide b y the Health Insurance Portability and Accountability Act (HI PA A) regulations 

7. Record Series Format(s) List all 

• Letter.Slze • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (SDedfvl 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other (soedfvl 

Keyword Lookup 

8. Volume 

O File Drawees) 

D Microfilm Reel(s) 

• Comouter Tanpfs) 
Number 

Q Other (spedfv) 

7. Record Series Format(s) List all 

• Letter.Slze • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (SDedfvl 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other (soedfvl 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

0 Microfilm Reel(s) 

• Comouter Tanp.fs'l 
Number 

0 Other (specify) 

11. File is Used ; 

• Daily • Weekly. • Monthly' a Annually 

12. File Becomes Inactive After 

i 
n MnnthfVl YPSTM 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes § No 

15. Access Restrictions .(If Yes, cite Law(s) & Regulation^) 

D Yes B ' N o 

•16. Audit Requirements 

• None • State •.Federal • Independent 

17. is an Index System'used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Remrrrrended Retention 

Retain hard copy for one (1) year from the end of 
the fiscalyear the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. TelephoneNumber 

410-996-5205 

21. Date 

9/10/2010 

DGS550-4 (Rev. 1/03) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4 jO-799-1830 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4 jO-799-1830 

PAGE 1 OF It 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

T e a c h i n g a n d E d u c a t i o n 

3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Class Roster (DES 09-001) 
5. Eailiest Year/Latest Year 

,o 2010 

6. P.ecord Series Description (Briefly describe the types of infbrmatio'n/docurrents/forms found in the series, include the purpose or function of the series.) 

R o s t e r s for all E m e r g e n c y M e d i c a l S e r v i c e s t ra ining c l a s s e s tha t a r e taught . 

7. Record Series Format(s) List all 

• Letter Size • • Mcrolllm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book 0 Video Tape 

• Other fsnerifvl 

a. Record Series Sequence. 

D Alphabetical 

• Numerical 

• Chronological 

• Geographical 

p Other (snecifv) 

Keyword Lookup 

9.' Volume 

D File Drawer(s) 

0 Microfilm Reel(s) 

n Cnmnuter Tanefs) 
Number 

• Other Csoecifvl 

7. Record Series Format(s) List all 

• Letter Size • • Mcrolllm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book 0 Video Tape 

• Other fsnerifvl 

a. Record Series Sequence. 

D Alphabetical 

• Numerical 

• Chronological 

• Geographical 

p Other (snecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

Microfilm Reel(s) 

n CnrrmutRr Tapers) 
Number 

• Other (specify) 

11. File Is Used 

• Dally o Weekly B Monthly • Annually 

12, File Becomes Inactive After 

• Mnnth(s) • Ynarfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

o Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation^) 

a Yes • No 

16. Audit Requirements 

• None • State 0 Federal • Independent 

17. Is an Index. System used?.If yes, explain briefly and describe requirements 

• Yes • No 

1S. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number. 

410-996-5205 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS55D-4 (Rev. 1/83) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

i J10-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

i J10-799-1930 

PAGE tO OF ~*}I 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

H a z M a t 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

C o m p e t e n c i e s Y e a r l y C h e c k S h e e t ( D E S 09-060) 
5. Earliest Year/Latest Year 

t„ 2 0 1 0 

P. Record Series Description (Briefly describe the.types of Informatlon/documents/forrns found in the series. Include the purpose or function of the series). 

D o c u m e n t s t h e h a z a r d o u s m a t e r i a l t e c h n i c i a n s c o m p e t e n c i e s a n n u a l l y 

7. Record Series Format(s) List all 

• Letter.SIze. • Microfilm 

• Legal Size 0 Computer Tape 

0 Audio Tape o Floppy Disk 

• Bound Book o Video Tape 

• Other fsDecifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

O Chronological 

. • Geographical 

• Other (snecifvi 

Keyword Lookup 

9; Volume 

• FileDrawer(s) 

• Microfilm Reel(s) 

n Cnmniirfir Taneis) 
Number 

• Other fsoeclfvl 

7. Record Series Format(s) List all 

• Letter.SIze. • Microfilm 

• Legal Size 0 Computer Tape 

0 Audio Tape o Floppy Disk 

• Bound Book o Video Tape 

• Other fsDecifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

O Chronological 

. • Geographical 

• Other (snecifvi 

Keyword Lookup 

10. Annual Accumulation 

D File Drawer(s) 

Microfilm Reel(s) 

o Computer Tanei'sV 
Number 

• Other (specify) 

11. File Is Used 

• bally • Weekly • rvtanthty • Annually 

12. File Becomes Inactive After 

^ • MonthCs) • Yearfsl 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 1 No 

15. Access Restrictions (IfYes, cite Lawfs) & Regulation(s) 

• Yes • No 

16. Audit Requirements 

• None D State • Federal • Independent 

17. Is an Index.System used? If yes,.explain briefly arid describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy for one (1) year post 
employment termination then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S ' 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O; Box 275 

Jessup, Maryland 20794 

4 ia-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S ' 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O; Box 275 

Jessup, Maryland 20794 

4 ia-799-1930 

PAGE. 1J OF "7f 

1. Department/Agency 

Department of Emergency Services 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Tltie 

Daily Vehicle Maintenance Log (DES 0 9 - 0 1 4 ) 

5. Earliest Year/Latest Year 

, 2 0 1 0 
to 

El. Record Series Description (Briefly describe the types of infdnriatlbn/documents/forrns round in the series. Include the purpose or function of the series.) 

T o d o c u m e n t dai ly v e h i c l e c h e c k s for a n y n o t e def ic ienc ies . 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape 0 FloppyDisk 

o Bound Book g Video Tapi:. 

n Other (snerifvl 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

m\ Other (soecifv) 

Keyword Lookup 

9. Volume 

• FileDrawer(s). 

• Microfilm Reel(s) 

n Cnmniitpr Tanefsl 
Number 

a Other fsoeeifvl 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape 0 FloppyDisk 

o Bound Book g Video Tapi:. 

n Other (snerifvl 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

m\ Other (soecifv) 

Keyword Lookup 

10; Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

O Comouter facet's) 
Number 

• Other (specify) 

11. File Is Used 

• Dally • Weekly. a Monthly. • Annually 

12. File Becomes Inactive After 

1 

n MorrtMsr a Yearfsl 
Number 

13. Current Location(s) (Bldg.. Floor, Room)' 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

M. Is Record Series Duplicated Elsewhere? (If yes, specify.agency or office;) 

• : Yes i No 

15. Access Restrictions (IfYes, cite Law(s) 8- Regulatlon(s) 

0 Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index,System used?.If yes,.explain briefly and describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 650-4 (Rev. 1/03) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

4IO~7g9-193D 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

4IO~7g9-193D 

PAGE OF ~T I 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Communications 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
•1. Record Series Title 

Department Head Notification List (DES 09-017) 
5. Earliest Year/Latest Year 

„ 2010 

8. Record Series Description (Briefly describe the types of ihformatto'n/dacuments/forms found in the series. Include the purpose or function of the series.) 

To check list the department heads when making notifications during severe Weather. 

7. Record Series Format(s) List all 

• Letter Size. • Microfilm 

D Legal Size ,o Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book D Video Tape. 

• Other fsoecifyl 

8. Record Series Sequence. 

• Alphabetical 

0 Numerical 

0 Chronological 

D Geographical 

• Other (soecifvi 

Keyword Lookup 

9: Volume 

• File Drawer(s) 

• Microfilm Reel(sj 

n Cnmniitftr Taneisl 
Number 

• Other (speciM 

7. Record Series Format(s) List all 

• Letter Size. • Microfilm 

D Legal Size ,o Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book D Video Tape. 

• Other fsoecifyl 

8. Record Series Sequence. 

• Alphabetical 

0 Numerical 

0 Chronological 

D Geographical 

• Other (soecifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

o Computer Taper's) 
Number 

• Other (specify) 

i i . FjleisUsed 

• Daily. > Weekly. • Monthly. b Annually 

12. File Becomes Inactive After 

1 
• Mnnfhfsl n. Yr-arM 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere7 (If yes, specify agency or office,) 

• Yes i No 

15. Access Restrictions (IfYes. cite Law(s) & Regulations) 

• Yes B.No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an index System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for thirty (30) days then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/83) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 
with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 
with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 13 OF 

1, Department/Agency 

Department of Emergency Services 
2. Division 

Technical Support 
3. Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series.Title 

Distribution/Inventory of Fixed Assets - Technical Support (DES 09-063) 
5. Eariiest Year/Latest Year 

* 2010 

6. Record Series Description (Briefly describe the'.types of ihformatloWdocumehts/forms found in the series Include the purpose or function of the series.) 

Inventories assets that are issued to all of our allied agencies. 

7. Record Series F'ormat(s) List all 

• Letter Size • Microfilm 

• Legal Size 0 Computer Tape 

• /\udio Tape o Poppy Disk 

D Bound Book a Video Tape. 

• Other CsDecifvl 

9. Record Series Sequence. 

• Alphabetical 

O Numerical 

• Chronological 

• Geographical 

• Other tsnecifvl 

Keyword Lookup 

9.' Volume 

• F.leDrawer(s) 

• Microfilm Reel(sj 

n Onmnurer TapRfs\ 
Number 

• Other CsoeclM 

7. Record Series F'ormat(s) List all 

• Letter Size • Microfilm 

• Legal Size 0 Computer Tape 

• /\udio Tape o Poppy Disk 

D Bound Book a Video Tape. 

• Other CsDecifvl 

9. Record Series Sequence. 

• Alphabetical 

O Numerical 

• Chronological 

• Geographical 

• Other tsnecifvl 

Keyword Lookup 

IQ.Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

n CnmnutRr TanpfVt 
Number 

• Other (specify) 

n . File is Used 

• Daily • Weekly. • Monthly DAnhualty 

12. File-Becomes Inactive After 

l n d e f i n l t e | y • Mon«h(3) • Year(3) 

Nurrber 

13. Current Location(s) (Bldg., Floor. Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

0 Yes ! No 

15. Access Restrictions (If Yes, cite Law(s) & RegulatJon(s) 

0 Yes • No 

1G.- Audir Requirements 

• None a State' • Federal • independent 

17. Is an Index System used?.If yes,.explain briefly arid describe requirements 

• Yes • No 

19. Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and Title of Preparer' 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/03) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE I f OF *"7/ 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

E lec t ron ic F i les ( D E S 0 9 - 0 1 4 ) 

5. Earliest Year/Latest Year 

, 2 0 1 0 
to 

6. Record Series Description (Briefly describe tiie\ty'pesoflnfbmTatloWddr^ments/foriTts found in the series Include the purpose or function of the series.). 

P r o v i d e d da i ly interact ion w i th c o - w o r k e r , a l l ied a g e n c i e s , etc . A l l o w s for t h e retent ion of n e e d e d d o c u m e n t s tha t a r e p r o d u c e d o n a dai ly 

bas is . 

7. Record Series Format(s) List all 

• Letter Size • • rvicrofllm 

• Legal Size • Computer Tape 

• Audio Tape oFioDpyDisk 

• Bound Boofc • video Tape 

• Other fsneclfv) 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

O Chronological 

• Geographical 

^ Other ('scecrfv) 

Keyword Lookup 

9. Volume 

• File.Drawees) 

• Microfilm Reel(sj 

n Cnmniiter Taneisl 
Number 

• Other rsoecifv) 

7. Record Series Format(s) List all 

• Letter Size • • rvicrofllm 

• Legal Size • Computer Tape 

• Audio Tape oFioDpyDisk 

• Bound Boofc • video Tape 

• Other fsneclfv) 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

O Chronological 

• Geographical 

^ Other ('scecrfv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

• Con-muter Tansf's) 
Number 

• "Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly 0 Annually 

12. File Becomes Inactive After 

^ n Mnnth(S) • Ye artel 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes § No 

15. Access Restrictions (If Yes, cite Lzw(s) & RegulatJon(s) 

• Yes • No 

15. Audit Requirements 

• None • State • Federal o Independent 

17. Is an lnde>' System used?.If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain for one (1) year post employment 
termination then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20-' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev, 1/93) 



Instructions - T y p e or Print a separate form for D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1830 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h new or revised record series. Forward 

with Records Retent ion Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1830 

PAGE f.5~ OF "7/ 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes 

4. Record Series Title 

Electronic Maryland Ambulance Information System Patient Care Reports 
'5. Earliest Year/Latest Year 

,o 2 0 1 0 

6. Record Serles.Description (Briefly describe the types of Information/documents/forms found in the series, include the purpose or function of the series.) 

Documentation of patient care 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Di sk 

• Bound Book • Video Tape 

o Other ISDedfv) 

B. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

0 Geographical 

• Other (soeclfvV 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer TappYs) 
Number 

n Other (soeclfy) 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Di sk 

• Bound Book • Video Tape 

o Other ISDedfv) 

B. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

0 Geographical 

• Other (soeclfvV 

Keyword Lookup 

10. Annual Accumulation 

D File Drawees) 

• Microfilm Reel(s) 

n CnmriirTpr T a r i p r i l 

Number 

• Other (specify) 

11. File Is Used 

• Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

n Mnnrhrsl | Y p b t M 

Number 

13. Current Locatlon(s) (Bldg.. Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 1 No 

15. Access Restrictlons,(lf Yes, cite Law(s) & Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal . • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

o Yes • No 

18. Recommended Retention 

Retain hard copy for five (5) years from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Titje of Preparer 

Scott Mesneak 
I T & Records Retention Director 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S ' 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S ' 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE / t OF ~1l 

1. Department/Agency 

Department of Emergency Services 
•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Emergency Contact Information Form (DES 09-009) 
5. EaHiest Year/Latest Year 

, 2010 
to 

6. P.ecord Series Description (Briefly describe the.types of information/do currents/forms found in the series. Include the purpose or function of (he series.) 

Used to maintain a list of employee's emergency contacts 

7. Record Series Format(s) List all 

• Letter Size o Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape. 

• Other fsoecifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other fsoecifv) 

Keyword Lookup 

9. Volume 

• File Drawees) 

• Microfilm Ree!(s) 

n CnmnntHr Tanpfs) 
Number 

n Other fsoecifv) 

7. Record Series Format(s) List all 

• Letter Size o Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape. 

• Other fsoecifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other fsoecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

O Microfilm Reel(s) 

n CnmuutRr Tanei's't 
Number 

o Other (specify) 

11. File is Used 

o Daily • Weekly • Monthly ^Annually 

12. File Becomes Inactive After 

^ • Month(s) • Yearfs) 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes, cite Law(s) fi- Regulatlon(s) 

0 Yes • No 

16. Audit Requirements 

• None • State • Federal o Independent 

17. Is ah lnde> System used? If yes,.explain briefly and describe requirements 

0 Yes • No 

18. Recommended Retention 

Retain hard copy for one (1) year post 
employment termination then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 17 OF "1/ 

1 . Department/Agency 

D e p a r t m e n t of E m e r g e n c y .Services 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

E m p l o y e e / S u p e r v i s o r C o u n s e l i n g F o r m ( D E S 0 9 - 0 0 2 ) 

5. Earliest Year/Latest Year 

, 2 0 1 0 
to 

P. P,ecord Series Description (Briefly describe the.types of inFormatlon/documents/forrns found in the series, include the purpose or function of the series.) 

T o a l l o w s u p e r v i s o r s to d o c u m e n t counse l ing s e s s i o n s w i th e m p l o y e e s for t h e p rogress ive discipl ine p rocess . 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

0 Other (soeclfv) 

8. Record Series Sequence 

0 Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecih/i 

Keyword Lookup 

9..Volume 

• File.Drawees) 

• Microfilm Ree!(s) 

n Cnmnufpr TanpCs1! 
Number 

n Other fsneclM 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

0 Other (soeclfv) 

8. Record Series Sequence 

0 Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecih/i 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

O Microfilm Reel(s) 

n Cnmnutpr TanftfsV 
Number 

O Other (specify) 

1). File Is Used 

• Dally • Weekly D Monthly DAnnualty 

12. File Becomes Inactive After 

1 
n Mnnrh^l | Ynarfcl 

Number 

13. Current Location(s) (Bldg.. Floor. Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series DupllcatedElsewhere? (if yes, specify agency or office.) 

n Yes § No 

'5. Access Restrictions (If Yes, cite Lavv(s) & Regulation(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used?.If yes, explain briefly and describe requirements 

• Yes • No 

.1B. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 18 OF " 1 / 

1. Department/Agency 

D e p a r t m e n t o f E m e r g e n c y S e r v i c e s 

2. Division •3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed a n d used as a unit for reference as wel l as retention and disposition purposes. 

4. Record Series Title 

E m p l o y e e W a r n i n g F o r m ( D E S 09-004) 
5. Earliest Year/Latest Year 

, 2010 
to 

6. Record Series Description (Briefly describe the types of Information/documentsfforms found in the series include the purpose or function of the series.)-

T o a l l o w s u p e r v i s o r s t o d o c u m e n t d i s c i p l i n a r y s e s s i o n s w i t h e m p l o y e e s fo r t h e p r o g r e s s i v e d i s c i p l i n e p r o c e s s . 

7. Re cord'Series Formats) List all 

• Letter Size a Microfilm 

• Legal'Size • • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book o Video Tape 

• Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

: • Numerical 

• Chronological 

• Geographical 

Other fsoecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

O Microfilm Reel(s) 

• Comnuter Taoefs) 
Number 

• Other (soecifvl 

7. Re cord'Series Formats) List all 

• Letter Size a Microfilm 

• Legal'Size • • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book o Video Tape 

• Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

: • Numerical 

• Chronological 

• Geographical 

Other fsoecifv) 

Keyword Lookup 

10. Annual Accumulation 

D File Drawees) 

D Microfilm Reel(s) 

• Comnuter Tanefs) 
Number 

• Other (specify) 

11. File is Used 

0 Daily BWeekly • Monthly • Annually 

12. File Becomes inactive After 

Indefinitely 

Number 

13. Current Location® (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s O f f i c e 

14. Is Record Series Duplicated Elsewhere? Of yes, specify agency or office.) 

• Yes 1 No 

15. Access Restrictions,(If Y e s , cite Law(s) & Regulations) 

• Yes • No 

,16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an.Index System used? If yes, explain briefly and describe requirements 

• Yes • .-No 

1B. Recommended Retention 

Retain until inactive, and then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

I T & R e c o r d s R e t e n t i o n D i r e c t o r 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/83) 



Instructions - T y p e or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE P\ OF "1/ 

1 . Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Emergency Medical Services Incident Report - Green Sheet (DES 09-025) 
5. Earliest Year/Latest Year 

„ 2010 

6. Record Series Description (Briefly describe the types of.lnformation/documents/forms found In the series include the. purpose or function of the series.)-

Documents quality assurance issues as reported b y the personnel involved. 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Othertsneclfv) 

B. Record Series Sequence 

• Alphabetical 

Numerical 

• Chronological 

• Geographical 

• Other (sneciM 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Onmrmrpr Tanetel 
Number 

• Other (srjeclfvl 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Othertsneclfv) 

B. Record Series Sequence 

• Alphabetical 

Numerical 

• Chronological 

• Geographical 

• Other (sneciM 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

O Microfilm Reel(s) 

• OnmpiitRrTapp^ 
Number 

o Other (specify) 

1 1 . File Is Used 

• Daily o Weekly • Monthly , o Annually 

12. File Becomes Inactive After 

n Mnnthf^ | Yparte) 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

• Yes i No 

15. Access Restrictions,(lf Yes, cite Lawfs)&Regutarjon(s) 

o Yes B'No 

IB. Audit Requirements 

• -None • State • Federal • Independent 

17. Is an Index System used? if yes, explain briefly and describe requirements 

• Yes II No 

1B. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name.and Title of Preparer 

Scott Mesneak 
I T & Records Retention Director 

20. Telephone:Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 
e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 5 5 0 - 1 ) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 
e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 5 5 0 - 1 ) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-799-1930 

PAGE 2i? OF * l l 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. .Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as wel l as retention and disposition purposes 
4. Record Series Title 

Emergency Medical Services Quality Assurance Inquiry Guide (DES 09-027) 
.5. Earliest Year/Latest Year 

tn 2010 

6. Record Series.Description (Briefly describe the types of Information/documents/forms found in the series. Include the.purpose or function of the series.) 

Used to document quality assurance inquires made during the daily Quality Assurance process 

7. Record Series Format(s) List all 

• Letter.Slze •Microfilm 

• Legal Size o.Computer Tape 

• Audio Tape • Floppy Disk 

8/ Record Series Sequence 

• Alphabetical 

: • Numerical1 

• Chronological 

D Geographical 

• Other (soecifv) 

Keyword Lookup 

9. Volume 

D File Qrawer(s) 

• Microfilm Reel(s) 

• Cnmniiter Tapp.fsl 
Number 

D Other ("soeclfvl 

a Bound Book a Video Tape 

• OtherfSDeclfv) 

8/ Record Series Sequence 

• Alphabetical 

: • Numerical1 

• Chronological 

D Geographical 

• Other (soecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

fT Cnmpnter TapprO 
Number 

o Other (specify) 

11. File is Used 

• Daily o Weekly • Monthly a Annually 

12. File Becomes inactive After 

3 
n Mnnthf.^ | Y P a r t e l 

Number 

13. Current Locatlon(s) (Bidg., Floor, Room) 

Primary Data Center 
YA. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office!) 

a Yes I No 

15. Access Restrictions .Of Yes, cite Law(s) & Regulations) 

• Yes B ' N o 

-16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an.Index System used?.If yes, explain briefly and'describe requirements 

• .Yes • No 

.10. ^Rerommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

13. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephohe:Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE "1̂ 1 OF 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

T e c h n i c a l S u p p o r t 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

E q u i p m e n t C o u p o n s - T e c h n i c a l S u p p o r t 

5. Eaiiiest Year/Latest Year 

t Q 2 0 1 0 

6. Record Series Description (Briefly describe the.types of inforrTOtion/donjmentsVforrrts found in the series Include the purpose bt function of the series.) 

A s s i g n e d t o e q u i p m e n t that is in n e e d of repair a n d g i v e s a c o u p o n to t h e a g e n c y t h a t is a s s i g n e d to e q u i p m e n t . 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape a Floppy Disk 

• Bound Book o Video Tape, 

• OuherfsDecify) 

9. Record Series Sequence. 

a Alphabetical 

0 Numerical 

• Chronological. 

• Geographical 

• Other fsoecifv) 

Keyword Lookup 

9: Volume 

O File.Drawer(s) 

O • Microfilm Reel(s) 

n Cnmnuter Tanpfs) 
Number 

• Other fsoeclfyl 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape a Floppy Disk 

• Bound Book o Video Tape, 

• OuherfsDecify) 

9. Record Series Sequence. 

a Alphabetical 

0 Numerical 

• Chronological. 

• Geographical 

• Other fsoecifv) 

Keyword Lookup 

10; Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n CnmuutRr Tanflfs'* 
Number 

• Other (specify) 

11. File is Used 

• Daily o Weekly. • Monthly • Annually 

12. File Becomes Inactive After 

^ • Monthfs) • . Yfiartsl 
Number 

13. Current Location(s) (Bldg., Floor. Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office;) 

D ! Yes' i No 

15. Access Restrictions (If y es . cite Law(s) & Regulation^) 

• Yes • No 

16. Audit Requirements 

• None • State o Federal o Independent 

17. Is an Inde*. System used? If yes, explain briefly arid describe requirements 

D Yes • Nu 

18. Recommended Retention 

Retain hard copy until no longer needed for 
current business, then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 'III' OF "1/ 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Equipment Issue Receipt - Emergency Medical Services (DES 09-062) 
5. Earliest Year/Latest Year 

,o 2010 

6. Record Series Description (Briefly describe the types of Information/documents/forms found In the series Include the purpose or function.of.the series.). 

To check list uniforms and equipment issues to Emergency Medical Services personnel 

7. Record Series Format(s) List all 

• Letter.Slze • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

0 Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

: • Numerical 

• Chronological 

• Geographical 

• Other (SDecifv) 

Keyword Lookup 

9. Volume 

0 File Drawer(s) 

• Microfilm Reel(s) 

n Computer TappY<tf 
Number 

• Other (specify) 

7. Record Series Format(s) List all 

• Letter.Slze • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

0 Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

: • Numerical 

• Chronological 

• Geographical 

• Other (SDecifv) 

Keyword Lookup 

10: Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n Computer Taper's) 
Number 

• Other (specify) 

11. File Is Used 

• Daily • Weekly • Monthly a Annually 

12. Rle Becomes Inactive After 

n Months | Ynarftrt 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? Of yes, specify agency or office.) 

• Yes 1 No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation^) 

• Yes • No 

•16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • :No 

1B. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/83) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4IQ-799-I930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4IQ-799-I930 

PAGF TL3 OF T / 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

E x p o s u r e D e t e r m i n a t i o n C h e c k l i s t ( D E S 0 9 - 0 0 3 ) 

5. Earliest Year/Lai est Year 

•n 2 0 1 0 

6. Record Series Description (Briefly dsscribe the.types of infom^tion/dor^ments/fomTS found in the series Include the purpose or function of (he series.) 

T o a l l o w for d o c u m e n t a t i o n of poss ib le c o m m u n i c a b l e d i s e a s e e x p o s u r e s for C o u n t y p e r s o n n e l a s w e l l a s v o l u n t e e r F i r e / E m e r g e n c y 

M e d i c a l S e r v i c e s p e r s o n n e l . 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size 0 Computer Tape 

0 Audio Tape o Floppy Disk 

• Bound Book • Video Tape, 

o Other fsoecifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other ('soflr.ifvS 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n OnmniifRr Tanpfs) 

Number 
n Other fsoeciM 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size 0 Computer Tape 

0 Audio Tape o Floppy Disk 

• Bound Book • Video Tape, 

o Other fsoecifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other ('soflr.ifvS 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

o" Microfilm Reel(s) 

• Computer TapefsS 
Number 

• Other (specify) 
11. File is Used 

• Dally. | Weekly. • Monthly • Annually 

12. File Becomes Inactiv'e After-

Permanent n M n n t h ( s , n Y c a l f s V 

Nurrter 

13. Current Location(s) (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulations) 

• Yes • No 

16. Audit Requirements 

• None • State O Federal • Independent 

17. Is an Inde^ System used?.If yes, explain briefly arid describe requirements 

• Yes • ' N o 

.16. Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date' 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S . 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S . 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

PAGE OF l i 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

•2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
<f. Record Series Title 

F a c s i m i l e C o v e r S h e e t ( D E S 0 9 - 0 1 0 ) 

5. Earliest Year/Latest Year 

,o 2 0 1 0 

6. Record Series Description (Briefly describe the.types of Inforrnatlon/dbcumehts/for'ms found in the series Include the purpose or function of the series.) 

C o v e r s h e e t for d o c u m e n t s f a x e d to s h o w w h e r e t h e d o c u m e n t s w e r e f a x e d f r o m , t h e n u m b e r a n d to p rov ide a s igna ture . 

7. Record Series Fdrmat(s) List all 

• Letter Size • Microfilm 

• Legal Size o Computer Tape 

• Audio Tape a Floppy Disk 

• Bound Book o video Tape 

• Other fsoecifv) 

8. Record Series Sequence. 

• Alphabetical 

0 Numerical 

O Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

9: Volume 

• FileDrawerfs) 

• Microfilm Reel(s) 

0 Computer Tanefs) 
Number 

• Other fsoecifv) 

7. Record Series Fdrmat(s) List all 

• Letter Size • Microfilm 

• Legal Size o Computer Tape 

• Audio Tape a Floppy Disk 

• Bound Book o video Tape 

• Other fsoecifv) 

8. Record Series Sequence. 

• Alphabetical 

0 Numerical 

O Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

10; Annual Accumulation 

D File Drawees) 

O Microfilm Reel(s) 

n Cnmpiitfir Tappfs^ 
Number 

• Other (specify) 

11. File is Used 

• Daily ^Weekly. 0 Monthly oAnnuaity 

12. File Becomes Inactive After 

Indefinitely 

Number 

13. Current Locations) (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulatlon(s) 

• Yes 1 1 No 

18. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes,.explain briefly and describe requirements 

• Y e s • No 

.18. Recommended Retention 

Retain according to the retention policy of the 
document faxed. 

19. Name arid Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 .(Rev, 1/93) 



Instructions - T y p e or Print a separate form for 
each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY Instructions - T y p e or Print a separate form for 
each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE TLS" OF "1 / 

1. Department/Agency 

Department of Emergency Services 
•2. Division. 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Funeral Announcement Form (DES 09-013) 
5. Earliest Year/Latest Year 

m 2010 

6. P,ecord Series' Description (Briefly describe the.types of Information/documents/forms found in the series. Include the purpose or function of the series.) 

T o document needed funeral announcements from the vblunter Fire/Emergency Medical Services service 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

o Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

o Bound Book • Video Tape. 

D Other fsDeclfvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsnenifvi 

Keyword Lookup 

9. Volume 

• File.Drawerfs) 

• Microfilm Reel(sj 

O Comnuter Tanefs^ 
Number 

o Other (soeclfvl 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

o Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

o Bound Book • Video Tape. 

D Other fsDeclfvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsnenifvi 

Keyword Lookup 

10. Annual-Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

• Computer Tape(s\ 
Number 

o 'Other (specify) 

11. File Is Used 

• Dally. • Weekly • Monthly aAnnualjy 

12. File Becomes Inactive After ^ 

U • Monthfsl n. Vr-arisl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes i No 

15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) . 

• Yes • No 

16. Audit Requirements 

• None o State • Federal • Independent 

17. Is an Index System used?.lfyes,.explain briefly arid describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy until no longer needed for 
current business, then destroy. 

19. Name and Title of Preparer 

Scott: Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 55CM (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930. 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930. 

PAGE 7Lb OF *1/ 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

H a z M a t 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
•I/Record Series Title 

h i a z M a t 1 I n v e n t o r y ( D E S 0 9 - 0 5 5 ) 

5. Eailiest Year/latest Year 

,o 2 0 1 0 

6. Record Series Description (Briefly describe the.types of informatibn/documents/forrns round in the series Include the purpose or function of the series.) 

I n v e n t o r y of e q u i p m e n t 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

• Legal Size •Computer Tape 

• Audio Tape QFIoppyDlsk 

D Bound Book • Video Tape. 

• Other (snerlfvl 

8- Record Series Sequence. 

• Alphabetical 

• Numerical. 

• Chronological 

b Geographical 

• Other (snecifvi 

Keyword Lookup 

9. Volume 

D File.Drawer(s) 

• Microfilm Reel(s) . ' 

n Cnmnuter Tanpfsl 
Number 

• Other fsoeclfvl 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

• Legal Size •Computer Tape 

• Audio Tape QFIoppyDlsk 

D Bound Book • Video Tape. 

• Other (snerlfvl 

8- Record Series Sequence. 

• Alphabetical 

• Numerical. 

• Chronological 

b Geographical 

• Other (snecifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

•'• Microfilm Reel(s) 

O Computer TapeiVl 
Number 

o 'Other (specify) 

11. File Is Used 

• Daily ^Weekly • Monthly D Annually 

12. File-Becomes Inactive After 

^ n Mnnthfsl • Ynarfsl 

Number 

13. Current Locatlon(s) (Bldg.. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (1 f yes, specify agency or office.) 

D Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation^) 

• Yes • No 

16. Audit. Requirements 

• None • State • ' Federal • Independent 

17. Is an Index System used?.If yes,.explain briefly and describe requirements 

• Yes B . N o 

.18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Ntimher 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 650-4 (Rev. 1(93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-193Q 

AGENCY RECORDS INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-193Q 

PAGE 1 7 OF "ll 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

Haz Mat 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

HazMat 2 inventory (DES 09-056) 
5. Earliest Year/Laiest Year 

,„ 2010 

6. Record Series Description (Briefly describe the.types of informatioWdoairrwnts/forhTs found in the series Include the purpose or function of the series.) 

I n v e n t o r y of e q u i p m e n t 

7. Record Series Format(s) List all 

• Letter Size • rvflcrofllm 

• Legal Size Computer Tape 

• Audio Tape n Floppy Disk 

D Bound Book o video Tape 

• Other fsnedfv) 

9. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

^ Other fsoecifv) 

Keyword Lookup 

9; Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Cnmniiter Tanpfs) 
Number 

0 Other fsoecifv) 

7. Record Series Format(s) List all 

• Letter Size • rvflcrofllm 

• Legal Size Computer Tape 

• Audio Tape n Floppy Disk 

D Bound Book o video Tape 

• Other fsnedfv) 

9. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

^ Other fsoecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• ' Microfilm Reel(s) 

• Computer Taper's) 
Number 

• 'Other (specify) 

11. File is Used 

• Dally BWeekly, • Monthly • Annually 

12. File Becomes Inactive After 

^ IT Mnnrhfs) • Yearfs) 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

0 Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & RegulatlDn(s) 

a Yes • No 

1B. Audit Requirements 

• None • State • Federal • Independent 

17. Is ah Index.System used?.If yes, explain briefly arid describe requirements 

• Yes • No 

.19. .Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

!9. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Numher 

410-996-5205 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each hew or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY R E C O R D S I N V E N T O R Y 

PAGE *X̂ 5 OF "*71 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

•2. Division 

H a z M a t 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

H a z M a t 3 Inven tory ( D E S 0 9 - 0 5 7 ) 

5. Earliest Yea r/Latestvear 

t„ 2 0 1 0 

6. P.ecord Series Description (Briefly describe the.types of information/documents/forms found in the series. Include the purpose or function of the series.) 

I n v e n t o r y o f e q u i p m e n t 

7. Record Series Formats) List all 

• Letter Size •Mcrofilm 

• Legal Size . • Computer Tape 

o Audio Tape • Floppy Disk 

o Bound Book n Video Tape. 

0 Other fsoecifv) 

0. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

. • Geographical 

• Other (soer.ifvi 

Keyword Lookup 

9. Volume 

• File. Drawer's) 

• Mcrofilm Reel(s) 

n Cnmniitftr TanpYs) 
Number 

• Other (specify) 

7. Record Series Formats) List all 

• Letter Size •Mcrofilm 

• Legal Size . • Computer Tape 

o Audio Tape • Floppy Disk 

o Bound Book n Video Tape. 

0 Other fsoecifv) 

0. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

. • Geographical 

• Other (soer.ifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

n CnmnutRr Taper's) 
Number 

• 'Other (specify) 

11. File is Used 

D Dally B W e e k ' y 0 fvtanthly Q Annually 

12. File Becomes Inactive After 

1 

• Month(s) v Yearte) 
Number 

13. Current Locatlon(s) (Bldg.. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

n Yes i No 

15. Access Restrictions (IfYes. cite Law(s) & Regularjon(s) 

D Yes • No 

16. Audit Requirements 

• None a State' d Federal • Independent 

17. is an Index System used?.If yes, explain briefly arid describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

with Records Retention Schedule ( D G S 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE OF *7 i 

1 . Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

Haz Mat 
3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

H a z M a t 4 i n v e n t o r y (DES 0 9 - 0 5 8 ) 

5. Earliest Year/Latest Year 

,„ 2 0 1 0 

5. Record Series Description (Briefly describe the.types of infdrrnatlon/documents/for'ms found in the series. Include the purpose or function Df the series.) 

Inventory of equipment 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

• File.Drawer(s). 

• Letter Size • Microfilm • Alphabetical 
O Mcrofilm Reel(s) 

• Computer Tape(s) 
D Legal Size a Computer Tape 

• Audio Tape a Floppy Disk 

• Numerical 

• Chronological 

Number 

• Other tsnecifvl 

a Bound Book • Video Tape. 

• Other fsoecifvl 

• Geographical 

• Other (soecifvl 

10. Annual Accumulation 

D File Drawer(s) 

Keyword Lookup 
0. Microfilm Reel(s) 

Number 
a. Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 12, FileBecomes Inactive After 

• Daily ^Weekly. • Monthly. • Annually 1 
Number 

• Month(s) • Ycar(s) 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 1 No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements 

• Yes • No • None • State • Federal • Independent 

17. Is an Index. System used?.If yes, explain briefly and describe requirements 18. Recommended Retention 

• Yes • Nq Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 20. Telephone Number. 21. Date 

Scott Mesneak 
IT & Records Retention Director 

4 1 0 - 9 9 6 - 5 2 0 5 9 / 10 /2010 

DGS 550-4 (Rev. 1/B3) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930. 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930. 

PAGE TtO OF *1i 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Haz Mat 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

r-iazlviat 6 inventory (DES 09-059) 
5. Earliest Year/Latest Year 

tn 2010 

6. Record Series Description (Briefly describe the.types of informatlon/documents/forrns found in the series Include the purpose Or function of the series.). 

Inventory of equipment 

7. Record Series Formats) List all 

• Letter Size u Mcrofilm 

a Legal Size a Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other/SDeclfvl 

B. Record Series Sequence. 

• Alphabetical 

•0 Numerical 

a Chronological 

• Geographical 

• Other (soecifvl 

Keyword Lookup 

9: Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Cnmnnter TaneCsl 
Number 

• Other (soeclfvl 

7. Record Series Formats) List all 

• Letter Size u Mcrofilm 

a Legal Size a Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other/SDeclfvl 

B. Record Series Sequence. 

• Alphabetical 

•0 Numerical 

a Chronological 

• Geographical 

• Other (soecifvl 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

o'. Microfilm Reel(s) 

n ComputRr TaperVl 
Number 

D Other (specify) 

i i . File Is Used 

• Daily ^Weekly • Mmthly • Annually 

12. File Becomes Inactive After 

1 
• Monthfsl • Yearf*) 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes- • No 

15. Access Restrictions (If Yes, cite Lavv(s) & Regulation^) 

• Yes • No 

16. Audit Requirements 

• None o State • Federal • Independent 

17. Is an Index.System used? If yes, explain briefly and describe requirements 

D Yes • No 

1B. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 660-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 3/ OF "1) 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3.'Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Highest Jurisdictional Official Investigation (DES 09-033) 
5. Earliest Year/Latest Year 

,n 2010 

6. Record Series Description (Briefly describe the typesof information/documents/forms found in the series include the purpose or function.of the series.) 

Used to document investigation notes during the quality assurance process 

7. Record'Series Formates) List all 

• Letter Size •Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (SDedfv) 

8. Record Series Sequence 

• Alphabetical 

: • Numerical' 

• Chronological 

• Geographical 

• Other (•sDecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Computer TappM 
Number 

• Other (sDeclfv) 

7. Record'Series Formates) List all 

• Letter Size •Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (SDedfv) 

8. Record Series Sequence 

• Alphabetical 

: • Numerical' 

• Chronological 

• Geographical 

• Other (•sDecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

n CnmpnterTapprVl 

Number 

• Other (specify) 

11. File Is Used 

• Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 
• tvtnnthfs) g Yp.anVl 

Number 

13. Current Locatlon(s) (BldQ,. Floor, Room) 

Department of Emergency Services'Office 
14. Is Record Series Duplicated Elsewhere? Of yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions .(If Yes, cite Lawfs) & Regulation(s) 

• Yes • Mo 

-16. Audit Requirements 

• None o State D:Federal • Independent 

•17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes II No 

'1B. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930. 

AGENCY R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930. 

PAGE 3 "2- OF T/ 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Haz Mat 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Incident Reporting Form (DES 09-053) 
5. Earliest Year/Latest Year 

, 2 0 1 0 

6. Record Series Description (Briefly describe the.rypes of inForrriatio'n/dbcurnents/for'rns found in the series Include the purpose or function of the series.)-

Documents any hazardous materials incidents the Haz Mat Team responds on 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

o Bound Book • Video Tape. 

O Other fsnecifv) 

9. Record Series Sequence. 

o Alphabetical 

• Numerical 

a Chronological 

• Geographical 

• Other fsoecifvi 

Keyword Lookup 

9. Volume 

o Flle.Drawer(s). 

a Mcrofilm Reel(s) 

• Computer Tapei'R'l 
Number 

n Other rsoecifV) 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

o Bound Book • Video Tape. 

O Other fsnecifv) 

9. Record Series Sequence. 

o Alphabetical 

• Numerical 

a Chronological 

• Geographical 

• Other fsoecifvi 

Keyword Lookup 

10. Annual Accumulation 

n File Drawer(s) 

• Microfilm Reel(s) 

n Cnmuuter TaperVl 
Number 

• Other (specify) 
i i . File is Used 

• Daily ^Weekly. • Monthly. • Annually 

12, File Becomes Inactive After 

n Mnnrhf^l | Yr-arfsl 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

a Yes B No 

•1B. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index.System used? If yes, explain briefly and describe requirements 

• Yes • No 

1B. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

' 20.' Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/83) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1 ) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1 ) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 33 OF T / 

1 . Department/Agency 

Department of Emergency Services 
•2. Division 

Emergency Medical Services 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Incident Witnesses (DES 09-029) 
5. Earliest Year/Latest Year-

,o 2 0 1 0 

6. Record Series Description (Briefly describe the' types of Inforrnation/documents/forrns found in the series Include the purpose or function of (he series.) 

Used to document witness information during quality assurance inquiries 

7. Record Series Format(s) List all 

• Letter Size u Mcrofilm 

D Lega 1 Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book o Video Tape 

• Other (soeclfv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other f'soecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(S) 

n Cnrrrriiter Tanpfs) 
Number 

0 Other (soecifvl 

7. Record Series Format(s) List all 

• Letter Size u Mcrofilm 

D Lega 1 Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book o Video Tape 

• Other (soeclfv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other f'soecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

O Microfilm Reel(s) 

n Commit er Tanpf's^ 
Number 

• Other (specify) 

1 1 . File is Used 

• Dally. o Weekly. •Monthly a Annually 

12. File Becomes Inactive After 

3 
• Monthfs) ft Yn art's t 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

D Yes B No 

15. Access Restrictions (If Yes. cite Law(s) & Regulation^) 

• Yes • No 

16- Audit Requirements 

• None • State • Federal o Independent 

17. 1 s an Index System used? If yes, explain briefly arid describe requirements 

• Yes • No 

19. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. V93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 

410-799-1930 

PAGE OF ~tf 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Tide 

In format ion C o l l e c t e d ( D E S 0 9 - 0 3 0 ) 

5. Earliest Year/Latest Year 

, 2 0 1 0 
to 

6. Record Series Description (Briefly describe the.types of Informatlbn/dQaimentsfforirts found in the series, include the purpose or function of the series.) 

U s e d t o d o c u m e n t in format ion co l lec ted dur ing qual i ty a s s u r a n c e inquires 

7. Record Series Fbrmat(s) List all 

• Letter Size • Mcrofilm 

0 Legal Size o Computer T3pe 

• Audio Tape o Floppy Disk 

o Bound Book • Video Tape 

O Other fsnerifvl 

9: Record Series Sequence. 

a Alphabetical 

O Numerical 

• Chronological 

. • Geographical 

p Other r'snecifV) 

Keyword Lookup 

9. Volume 

• File Drawer(s). 

• Mcrofilm Reel(s) 

n Cnmrniter TanpM 
Number 

n Other fsoeelfvt 

7. Record Series Fbrmat(s) List all 

• Letter Size • Mcrofilm 

0 Legal Size o Computer T3pe 

• Audio Tape o Floppy Disk 

o Bound Book • Video Tape 

O Other fsnerifvl 

9: Record Series Sequence. 

a Alphabetical 

O Numerical 

• Chronological 

. • Geographical 

p Other r'snecifV) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

a Microfilm Reel(s) 

• Computer Tapefsl 
Number 

O Other (specify) 

n . File is Used 

• Dally • Weekly • Monthly a Annually 

12. File Becomes Inactive After 

^ n Monthfsl • Yearto 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

n Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation^) 

• Yes • No 

16. Audit Requirements 

• None o State • Federal n Independent 

17. Is an Index System used? If yes,.explain briefly and describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20." Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

PAGE OF 7/ 

1. Department/Agency 

Department of Emergency Services 
•2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Information Request Form (DES 09-008) 
5. Earliest Year/Latest Year 

, 2010 
to 

6. Record Series Description (Briefly describe the.types of infbrrnatlon/docunTents/forrns found in the series Include the purpose or function of the series:) 

Used when police, fire/Emergency Medical Services, legal teams, etc., request copies of patient information, 911 & radio recordings. 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

• Legal Size Computer Tape 

• Audio Tape oFloppyDisk 

• Bound Book o Video Tape 

• Other (sDedfv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsnenifvi 

Keyword Lookup 

9. Volume 

• File Drawees). 

• Mcrofilm Reel(s) 

• Comouter Taoefs) 
Number 

O Other (soeclfvl 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

• Legal Size Computer Tape 

• Audio Tape oFloppyDisk 

• Bound Book o Video Tape 

• Other (sDedfv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsnenifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• ' Microfilm Reel(s) 

n Computer Tanpr's) 
Number 

• Other (specify) 

n . File Is Used 

• Dally •Weekly, • Monthly 0 Annually 

12, File'Becomes inactive After 

5 
n Mnnth(s) • Yn art's) 

Number 

13. Current Location(s) (Bldg.. Floor. Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

a Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index.System used? If yes, explain briefly arid describe requirements 

• Yes 0 No 

.18. Recommended Retention 

Retain hard copy for five (5) years from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1(93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4I0-799-193Q 

AGENCY RECORDS INVENTORY 

PAGE 3 k OF "7/ 

1. Department/Agency 

Department of Emergency Services 
-2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition D U r D o s a s 
4. Record Series Title 

Interview Form (DES 09-007) 
5. Earliest Year/Latest Year 

,0 2010 

6. P,ecord Series Description (Briefly describe the types Df inforrnatlbn/docun^nts/forms found in the series. Include the purpose or function of the series.) 

Used during the interview process to/grade applicants. 

7. Record Series Format(s) List all 

• LetterSIze ' • Mcrofilm 

D Legal Size • Computer Tape 

0 Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

O Other fsDecifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsDecifv) 

Keyword Lookup 

9. Volume 

0 File Drawer(s) 

• Mcrofilm Reel(s) 

n OnmmitRr Tanp(s\ 
Number 

• Other fsoecifvi 

7. Record Series Format(s) List all 

• LetterSIze ' • Mcrofilm 

D Legal Size • Computer Tape 

0 Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

O Other fsDecifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsDecifv) 

Keyword Lookup 

10. Annual Accumulation 

o File Drawer(s) 

• ' Microfilm Reel(s) 

n Cnmtiuter TanafsV 
Number 

o Other (specify) 

n . File Is Used 

• Dally • Weekly. g Monthly • Annually 

12. File Becomes Inactive After 

^ n Mnnthrsl « Yparfil 

Nurrtjer 

13. Current Location(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office,) 

n Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal o Independent 

17. Is an Inde* System used?.If ye:;,.explain briefly and describe requirements 

a Yes • No 

.18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number, 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 3 7 OF "7 ) 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Haz Mat 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Inventory Price List (DES 09-054) 
5. Earliest Year/Latest Year 

, 2010 
to 

6. Record Series Description (Briefly describe the.types of Information/documents/forms found in the series Include the purpose or function of the series.) 

Documents the price of hazardous material equipment for billing purposes 

7. Record Series Format(s) List all 

• Letter Size a Mcrofilm 

• Legal Sire 0 Computer Tape 

• Audio Tape •FloppyDisk 

• Bound Book o video Tape. 

• Other fsoecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (sner.ifvl 

Keyword Lookup 

9. Volume 

• File Dravver(s) 

• Microfilm Reel(s) 

n Cnmnutftr Tanpis) 
Number 

0 Other (soecifV) 

7. Record Series Format(s) List all 

• Letter Size a Mcrofilm 

• Legal Sire 0 Computer Tape 

• Audio Tape •FloppyDisk 

• Bound Book o video Tape. 

• Other fsoecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (sner.ifvl 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

o Microfilm Reel(s) 

a Comouter Taper's) 
Number 

a Other (specify) 

11. File is Used 

• Dally B Weekly • rvtanthly • Annually 

12, File Becomes Inactive After 

^ • MontWs) • YnarTsl 

Number 

13. Current Locations) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation^) 

• Yes • No 

IB. Audit Requirements 

• None • State • Federal- • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 
with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

110-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 
with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

110-799-1930 

PAGE 3 ? OF "7 f 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Investigation Disposition (DES 09-036) 
5. Eariiest Year/Latest Year 

* 2 0 1 0 

6. Record Series Description (Briefly describe the.types of informatlbn/documents/fornns found in the series Inctude the purpose or (unction of the series.) 

Used to document the Highest Jurisdictional Officer's (HJO) investigation outcome during the quality assurance process 

7. Record Series Format(s) List all 

• Letter Size u Microfilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape, 

• Other (soedfv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other fsoecifv) 

Keyword Lookup 

9: Volume 

• File Drawer(s). 

o Microfilm Reel(s) 

• Computer Tanefs) 
Number 

n Other (sneclfvl 

7. Record Series Format(s) List all 

• Letter Size u Microfilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape, 

• Other (soedfv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other fsoecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

n CnmiiutRr Tappr";) 

Number 

• Other (specify) 

11. File Is Used 

• Dally • Weekly • Monthly • Annually 

12. File,Becomes Inactive After 

3 
n Mnnrhfal g Yr>arM 

Number 

13. Current Location(s) (Bldg., Floor. Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes. cite Law(s) & Regulation^) 

0 Yes • No 

16. Audit Requirements 

• None • State • Federal a Independent 

17. Is an Index'' System used? If yes, explain briefly and describe requirements 

• Yes . • No 

18. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20̂  Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS55D-4 (Rev. 1/83) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4io-7gg-i830 

A G E N C Y RECORDS I N V E N T O R Y 

PAGE 3 9 OF "7/ 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

T e c h n i c a l S u p p o r t 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title ; 

I nvo ice t e c h n i c a l S u p p o r t ( D E S 09-018) 
5. Earliest Year/Latest Year 

l a 2010 

6. Record Series Description (Briefly describe the.ty'pes of information/dacuments/forrns round in the series. Include the purpose or function of the series.) 

D o c u m e n t a t i o n of r e s o u r c e s u s e d w h e n m a k i n g e q u i p m e n t repa i rs for our a l l ied a g e n c i e s . 

7. Record Series Format(s) List all 

• LetterSIze •Mcrofilm 

D Legal Size • Computer Tape 

0 Audio Tape QFloppy.Disk 

• Bound Book o Video Tape, 

• Other fsnerifi/'i 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

. • Geographical 

• Other (soecifvi 

Keyword Lookup 

9: Volume 

o File Drawerfs). 

• Mcrofilm Reel(s) 

n CnmnutRr Tanefsl 
Number 

0 Other CsoeciM 

7. Record Series Format(s) List all 

• LetterSIze •Mcrofilm 

D Legal Size • Computer Tape 

0 Audio Tape QFloppy.Disk 

• Bound Book o Video Tape, 

• Other fsnerifi/'i 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

. • Geographical 

• Other (soecifvi 

Keyword Lookup 

ID. Annual Accumulation 

• File Drawer(s) 

• . Microfilm Reel(s) 

n CnmnutRr TanefsV 
Number 

D Other (specify) 

11. File is Used 

• Daily • Weekly. • Monthly •Annualry 

12. File Becomes Inactive After 

3 

^ • Monthfsl Yearfsl 

Number 

13. Current Location(s) (Bldg,. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

D Yes- i No 

15. Access Restrictions (IfYes, cite Lawfs) & RegularJon(s) 

• Yes • No 

1B. Audit Requirements 

• None • State • Federal o Independent 

17. Is an Index.System used?'lf yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone.Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4'(Rev,-1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE HO OF T 1 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Technical Support 
3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Loaned Equipment Inventory - Technical Support (DES 09-019) 
5. Earliest Year/Latest Year 

,„ 2010 

6. Record Series Description (Briefly describe the'.ty'pes of Informatlon/documents/forrns found in the series Include the purpose or function of the series.) 

Documentation of equipment loaned out to our allied agencies. 

7. Record Series Fnrmat(s) List all 

• Letter Size o Microfilm 

0 Legal Size • Computer Tape 

Q Audio Tape • Floppy Disk 

• Bound Book o Video Tape. 

D Other fsoecifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

^ Other (SDeclfv) 

Keyword Lookup 

9: Volume 

• File Drawerfs). 

• Microfilm Ree!(sj 

n Cnmnuter Tane(s) 
Number 

• Other (specify) 

7. Record Series Fnrmat(s) List all 

• Letter Size o Microfilm 

0 Legal Size • Computer Tape 

Q Audio Tape • Floppy Disk 

• Bound Book o Video Tape. 

D Other fsoecifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

^ Other (SDeclfv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

•" Microfilm Reel(s) 

n Cnmnuter Tanefs) 
Number 

• Other (specify) 

11. File is Used 

• Dally • Weekly. • Monthly • Annually 

12. File-Becomes Inactive After 

^ n Month(s) • Ye art's) 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

• Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index.System used? If yes,-expla'n briefly and describe requirements 

a Yes • No 

.19. Re comme nde d Retentio n 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone.Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/83) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ^1 OF "11 

l. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Medical Review Committee Meeting (DES 09-032) 
5. Earliest Year/Latest Year 

f o 2010 

8. Record Series Description (Briefly describe the'.types of infonTiatio'n/docurrents/forms found in the series. Include the purpose or function of the series.) 

Used to document meeting minutes during the quality assurance process. 

7. Record Series F'ormat(s) List all ; 

• Letter Size • Mcrofilm 

0 Legal Size • Computer Tape 

o Audio Tape o Floppy Disk 

• Bound Book • video Jape. 

• Other fsoecifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical. 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

9: Volume 

O File Drawer(s) 

• • Mcrofilm Reel(sj 

n Oomnuter Tanpfsl 
Number 

• Other (specify) 

7. Record Series F'ormat(s) List all ; 

• Letter Size • Mcrofilm 

0 Legal Size • Computer Tape 

o Audio Tape o Floppy Disk 

• Bound Book • video Jape. 

• Other fsoecifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical. 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

10. Annual Accumulation 

D File Drawer(s) 

• Microfilm Reel(s) 

D Comouter Taner'sV 
Number 

• Other (specify) 
1 1 . File is Used 

• 'Dally • Weekly. • Monthly • Annually 

12. File Becomes inactive After 

3 
• Month(s) • Ye arts) 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes B No 

15. Access Restrictions (If Yes, cite Lawfs) ft Regulations) 

a Yes • No 

IB. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used?.If yes, explain briefly arid describe requirements 

0 -Yes • No 

18. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4.(Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E HZ- OF 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

Emergency Medical Services 
3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

MIEMSS 5 8.35 Day Report 
5. Earliest Year/Latest Year 

„ 2010 

B. Record Series Description (Briefly describe the.types of info motion/do cuments/foirns found in the series. Include the purpose or function of the series.). 

Used to report to Maryland Institute for Emergency Medical Services Systems (MIEMSS) all quality assurance issues that are heard 
before the Medical Review Board. 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

0 Legal Size . • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book o Video Tape 

• Other (sDeclfv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

9; Volume 

• File.Drawees); 

O Microfilm Reel(s) 

• Commuter Tanefs) 
Number 

• Other (speciM 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

0 Legal Size . • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book o Video Tape 

• Other (sDeclfv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

10. Annual Accumulation 

O File Drawer(s) 

Q Microfilm Reel(s) 

D Comuuter TanefsV 
Number 

• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly • Annually 

12. File-Becomes Inactive After-

3 
a Monthfsl • Ynarfsl 

Number 

13. Current Locations) (Bldg.. Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

a Yes 1 No 

15. Access Restrictions (IfYes, cite Law(s) 8- Regulations) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal d Independent 

17.. Is an Index. System used?.If yes, explain briefly and describe requirements 

• Yes • No 

18. .Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director . 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 560-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-799^1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-799^1930 

PAGE OF 1) 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as wel l as retention and disposition purposes 
4. Record Series Title 

Maryland Institute for Emergency Medical Services Systems Confidentially 
Agreement 

5. Earliest Year/Latest Year 

m 2010 

6. Record Series Description (Briefly describe the types of Informatlon/documents/forrns found In the series, include the purpose or function.of the series.) 

Signed by personnel that sit on the Medical Review Board. 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size D.Computer Tape 

• Audio Tape • Floppy Disk 

0 Bound Book • Video Tape 

• Other (SDedfv ) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

D Geographical 

• Other (sDecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

D Microfilm Ree!(s) 

n Onmnuter Tappi's'i 
Number 

• Other fsDecifv) 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size D.Computer Tape 

• Audio Tape • Floppy Disk 

0 Bound Book • Video Tape 

• Other (SDedfv ) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

D Geographical 

• Other (sDecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

o Microfilm Reel(s) 

• Computer Tapefsl 
Number 

• Other (specify) 

11. File is Used 

• Daily • Weekly. g Monthly • Annualty 

12. File Becomes Inactive After 

1 
n MnnthCKl | Yparfsl 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere?. (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (If Yes, cite Lawfs) & Regulations) 

• Yes ' • No 

-16. Audit Requirements 

• .None o State •.Federal a Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. ^ Re commended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

18. Name:and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone'Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for ' 

e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 5 5 0 - 1 ) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for ' 

e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 5 5 0 - 1 ) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-799-1930 

PAGE 1 1 O f "1) 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as wel l as retention and disposition purposes. 
4. Record Series Title 

Medical Review Committee Disposition Outcome (DES 09-035) 
5. Earliest Year/Latest Year 

,o 2010 

6. Record Series Description (Briefly describe the types of Information/documents/forms found in the series, include the purpose or function.of t h e series.) 

Used to document the Medical Review Committee's outcome during the quality assurance process. 

7. Record'Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape a Floppy Disk 

• Bound Book • Video Tape 

• Otner(soecifv) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical' 

• Chronological 

o Geographical 

• Other fsoecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• ' Mcrofilm Reel(s) 

n Cnmnuter Tape/si 
Number 

0 Other (SDeclfv) 

7. Record'Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape a Floppy Disk 

• Bound Book • Video Tape 

• Otner(soecifv) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical' 

• Chronological 

o Geographical 

• Other fsoecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

• Comnuter Tane/sl 
Number 

o Other (specify) 

11. File Is Used 

• Daily • Weekly o Monthly • Annual^ 

12. File Becomes inactive After 

• Mnnthfs) Yf iarfK) 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
H . Is Record Series Duplicated Elsewhere?. Of yes, specify agency or office.) 

a Yes i No 

15. Access Restrictions.(If Y e s , cite Lavy(s) 8. Reguiation(s) 

0 Yes B 'No 

06. Audit Requirements 

• :None • State' • Federal • Independent 

17. Is an.Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Tide of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. -1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S ' 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4IO-799-1930 

A O E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S ' 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4IO-799-1930 

PAGE OF ~7i 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

•2. Division 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record SeriGS Title 

Not i f icat ions ( D E S 0 9 - 0 3 1 ) 

5. Earliest Year/Latest Year 

t„ 2 0 1 0 

8. Record Series Description (Briefly describe the. types of inforrrratio'n/documents/forrns found in the series. Include the purpose or function of the series.) 

U s e d to d o c u m e n t p e r s o n n e l t h a t w e r e notif ied of qual i ty a s s u r a n c e i s s u e s dur ing t h e qual i ty a s s u r a n c e process . 

7. Record Series Formats) List all 

• Letter Size • • Mcrofilm 

0 Legal Size .0 Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book D Video Tape, 

antherrsnerifV) 

8. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological. 

• Geographical 

• Other ("soecifvl 

Keyword Lookup 

9. Volume 

• File.Drawer(s) 

• Mcrofilm Reel(s) 

n Cnmmitf»r Tanpfsl 
NUmber 

• Other Csoeclfvl 

7. Record Series Formats) List all 

• Letter Size • • Mcrofilm 

0 Legal Size .0 Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book D Video Tape, 

antherrsnerifV) 

8. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological. 

• Geographical 

• Other ("soecifvl 

Keyword Lookup 

10. Annual Accumulation 

0 File Drawer(s) 

O- Microfilm Reel(s) 

n Comuutfir Tariffs'* 
Number 

• Other (specify) 

11. File is Used 

• Dally • Weekly • Monthly • Annually 

12. File Becomes inactive After 

3 
n Monthfsl « Yearfsi 

Number 

13. Current Location(s) (Bldg,, Floor. Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions Of Yes. cite Law(s) & Regulation(s) 

• Yes • .No 

16. Audit Requirements 

• None • State O Federal • Independent 

17. Is an Index.System used?.If yes,.explain briefly arid describe requirements 

• Yes • No 

.1B. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 560-4 (Rev. 1/03) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ^ f c 0 F ~1J 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A p / o u p of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

P a g e r R e p a i r F o r m - T e c h n i c a l S u p p o r t 

5. Earliest Year/Latest Year 

, 2 0 1 0 
to 

6. Record Series Description (Briefly describe the.types of information/documents/forms found in the series. Include the purpose or function of the series.) 

D o c u m e n t s n e e d e d p a g e r repa i rs f r o m our a l l ied a g e n c i e s . 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape a Floppy Disk 

• Bound Book 0 Video Tape 

n Other (snfirifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

0 Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

9; Volume 

0 File.Drawer(s). 

• Microfilm Reel(s) 

n Cnrmutftr TanRfs) 
Number 

a Other (snecifvl 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape a Floppy Disk 

• Bound Book 0 Video Tape 

n Other (snfirifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

0 Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

10. Annual Accumulation 

P File Drawer(5) 

• Microfilm Reel(s) 

n Cnmouter Tane(s) 
Number 

D Other (specify) 

it. File Is Used ; 

• Dally • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Permanent n M n „ . h , ^ n V l i , -
• Monthts) • • Yeans) 

Number 

13. Current Locatldn(s) (Bldg.. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 1 No 

15. Access Restrlctlons(lfYes. cite Law(s) & Regulatjon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal 0 Independent 

17. Is an Index.System used?.If yes, explain briefly arid describe requirements 

• Yes • No 

.19. Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 55D-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1 ) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1 ) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

PAGE ^7 OF ""7/ 

1. Department/Agency 

Department of Emergency Services 
-2. Division 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Paperwork Request Form (DES 09-040) 
5. Earliest Year/Latest Year 

t„ 2 0 1 0 

S. Record Series Description (Briefly describe the'.types of inforrnatio'n/documents/forrns found in the series. Include the purpose or function of the series.) 

U s e d by p e r s o n n e l to r e q u e s t c o p i e s of n e e d e d d o c u m e n t s . 

7. Record Series Formates) List all 

• Letter Size • fvlcrofllm 

• Legal Sl2e . • Computer Tape 

• Audio Tape • Floppy Disk 

8. Record Series Sequence. 

D Alphabetical 

• Numerical 

• Chronological 

D Geographical 

• Other (soecifvi 

Keyword Lookup 

9; Volume 

o File Drawer(s). 

• Microfilm Reel(sj 

n Cnmniitftr TapplVt 
Number 

n Other Csoecifvl 

• Bound Book o Video Tape. 

• Other fsoecifvl 

8. Record Series Sequence. 

D Alphabetical 

• Numerical 

• Chronological 

D Geographical 

• Other (soecifvi 

Keyword Lookup 

10; Annual Accumulation 

D File Drawees) 

O Microfilm Reel(s) 

a Computer Tapei'SS 
Number 

• Other (specify) 

11. File is Used 

• Daily • Weekly. • Monthly rjAnnualh t 

12. File-Becomes Inactive After 

^ • Mnnthfcl n. Yparffil 

Number 

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.) 

D Yes i No 

15. Access Restrictions (If Yes, cite Law(s) A Regutation(s) 

• Yes • No 

16. Audit Requirements 

• None • State D Federal • Independent 

17. Is an Index.System used?.lf yes, explain briefly and describe requirements 

• Yes • No 

.18. .Recommended Retention 

Retain hard copy until no longer needed for 
current business, then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20̂  Telephone Number. 

410-996-5205 

'21. Date 

9/10/2010 

DGS 660-4 (Rev. U93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS I N V E N T O R Y 

PAGE OF ~tl 

1. Department/Agency 

Department of Emergency Services 
2. Division 

T e a c h i n g a n d E d u c a t i o n 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: Aflroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Program Evaluation (DES 09-049) 
5. Earliest Year/Latest Year 

,„ 2010 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series Include the purpose or function of the series.) 

Evaluation for any American Heart Association (AHA) classes 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

a Legal Size • Computer Tape 

• Audio Tape OFIoppy.Dlsk 

• Bound Book • Video Tape 

O Other (soerifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

. • Geographical 

• Other (SDecifv) 

Keyword Lookup; 

9: Volume 

o File Drawer(s) 

• Microfilm Reel(sj 

n Cnmnurer Tane(s) 
Number 

• Other (soeclfv) 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

a Legal Size • Computer Tape 

• Audio Tape OFIoppy.Dlsk 

• Bound Book • Video Tape 

O Other (soerifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

. • Geographical 

• Other (SDecifv) 

Keyword Lookup; 

10, Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

o Comuuter Taper's) 
Number 

D Cither (specify) 

11. File is Used 

• Daily. • Weekly. > Monthly. a Annually 

12, File.Becomes Inactive After 

3 
• Month(s) • Yearfs) 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes • No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation^) 

• Yes • No 

16. Audit. Requirements 

• None o State • Federal • Independent 

17. Is an Index. System used?.If yes,.explain briefly and describe requirements 

• Yes • No 

19. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/B3) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4io-7gg-i93Q 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4io-7gg-i93Q 

PAGE OF "7̂  

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

•2. Division 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Q A C o m p l a i n t In format ion (DES 09-028) 
5. Earliest Year/Latest Year 

,„ 2010 

6. Record Series Description (Briefly describe the'.types of inforrrwtron/docun^ntsyforms found in the series Include the purpose or function of the series.) 

U s e d to d o c u m e n t c o m p l a i n t a n d pat ient in format ion dur ing qual i ty a s s u r a n c e inqui res 

7. Record Series Format(s) List all 

• Letter Sire o Mcrofilm 

o Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • video Tape 

• Other fsoecifV) 

0. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

O Geographical 

• Other tsnfir.ifv) 

Keyword Lookup 

9. Volume 

• File.Drawerfs). 

D Mcrofilm Reel(s) 

n Cnmnurer Tanpfs^ 
Number 

• Other Csoecifvl 

7. Record Series Format(s) List all 

• Letter Sire o Mcrofilm 

o Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • video Tape 

• Other fsoecifV) 

0. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

O Geographical 

• Other tsnfir.ifv) 

Keyword Lookup 

10. Annual Accumulation 

O File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tapefsl 
Number 

• Other (specify) 

i t . File Is Used 

• Dally o Weekly. n Monthly • Annually 

12. File Becomes Inactive After 

3 

^ • Monthfsl • Yearfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes ! No 

15. Access Restrictions (IfYes, cite Law(s) & RegulatJon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index.System used? If yes, explain briefly and describe requirements 

Q Yes • No 

IS. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. U93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) ' 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4 10-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) ' 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4 10-799-1930 

PAGE OF ~li 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

•2. Division 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Q A R e m e d i a t i o n P l a n ( D E S 0 9 - 0 3 4 ) 

5. Earliest Year/Latest Year 

t o 2 0 1 0 

6. Record Series Description (Briefly describe the.types of Informatlo'n/doujments/Torms found in the series include the purpose or function of the series.) 

U s e d to d o c u m e n t t h e r e m e d i a t i o n p l a n for p e r s o n n e l invo lved in t h e qual i ty a s s u r a n c e p r o c e s s 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

D Legal Size Computer Tape 

• Audio Tape o Poppy Disk 

• Bound Book' • video Tape ' 

n Other fsnprlfv) 

8. Record Series Sequence 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifv) 

Keyword Lookup 

9."Volume 

• File Drawer(s). 

0 Microfilm Reel(s) 

• Cnmniitftr TaneCs) 
Number 

n Other (snecifv) 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

D Legal Size Computer Tape 

• Audio Tape o Poppy Disk 

• Bound Book' • video Tape ' 

n Other fsnprlfv) 

8. Record Series Sequence 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n ComputRr Tap*fVi 
Number 

a "Other (specify) 

11. File Is Used 

• Daily • Weekly • Monthly a Annually 

12. File Becomes Inactive After 

• Mnnrh(s) • Yearfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) ! 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice ; 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

O Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal o Independent 

17. Is an Index System used?.If yes,.explain briefly and describe requirements 

0 Yes • No 

18. Recommended Retention 

Retain hard copy for three (3) years from the end 
of the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1(83) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE I7 / OF "1/ 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

Emergency Medical Services 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Quality Assurance Report Additional Narrative (DES 09-024) 
5. Earliest Year/Latest Year 

» 2 0 1 0 

6. Record Series Description (Briefly describe the.types of infonrrattoWdocurnents/forrns found in the series, include the purpose or function of the series.) 

Documents quality assurance issues found during the daily Quality Assurance process 

7. Record Series Formats) List all 

• Letter Size o Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • video Tape 

n Other rsnerifvl 

B. Record Series Sequence. 

• Alphabetical 

a Numerical 

• Chronological 

o Geographical 

m Other (soeeifvl 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Mcrofilm Reel(sj 

n Cnmouter Tanefs^ 
Number 

• Other (sneclfv) 

7. Record Series Formats) List all 

• Letter Size o Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • video Tape 

n Other rsnerifvl 

B. Record Series Sequence. 

• Alphabetical 

a Numerical 

• Chronological 

o Geographical 

m Other (soeeifvl 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

o Comuuter Taoersl 
Number 

• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly. a Annually 

12, File Becomes Inactive After 

^ n Monrhrsl m Yearfsl 

Number 

13. Current Location(s) (Bldg,, Floor. Room) ; 

Department of Emergency Services Office . 
14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes ! No 

15. Access Restrictions (If Yes. cite Law(s) & Reguiation(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

19. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGSS5CM (Rev. 1/83) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1 ) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1 ) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ^"Z-OF T / 

1. Department/Agency 

Department of Emergency Services 
•2. Division. 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Tide 

Quality Assurance Findings (DES 09-037) 
5. Earliest Year/Latest year 

to 2010 

6. Record Series Description (Briefly describe the' types of Information/dacuments/forms found in the series - Include the purpose at function of the series.)-

U s e d t o d o c u m e n t qual i ty a s s u r a n c e i ssues f o u n d wi th t h e vo lun tee r pat ient c a r e reports . 

7. Record Series Formatfs) List all 

• Letter Size. • Mcrofilm 

o Legal Size , • Computer Tape 

• Audio Tape a Floppy Disk 

o Bound Book • video Tape 

n Other (snerifvt 

8. Record Series Sequence 

• Alphabetical 

D Numerical 

• Chronological 

d Geographical 

• Other (sDecifv) 

Keyword Lookup 

9.Volume 

• File.Drawees), 

a Mcrofilm Ree!(s) 

n CnmrnitRr Tanefs) 
Number 

O Other (soecifvl 

7. Record Series Formatfs) List all 

• Letter Size. • Mcrofilm 

o Legal Size , • Computer Tape 

• Audio Tape a Floppy Disk 

o Bound Book • video Tape 

n Other (snerifvt 

8. Record Series Sequence 

• Alphabetical 

D Numerical 

• Chronological 

d Geographical 

• Other (sDecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

d Microfilm Reel(s) 

n Cnmuuter Tane(s) 
Number 

• Other (specify) 

11. File is Used 

• Dally. o Weekly. • Monthly • Annually 

12. File Becomes Inactive After 

U • Monthfs) • Yearfs) 

Number 

13. Current Location(s) (Bldg,. Floor. Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

a Yes i No 

15. Access Restrictions (If Yes. cite Lawi's) & Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal D Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

19. Recommended Retention 

Retain hard copy until no longer needed then 
destroy after use. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone.Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE OF ~1) 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

Emergency Medical Services 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Quality Assurance Report (DES 09-023) • 
5. Earliest Year/Latest Year 

,n 2010 

6. Record Series Description (Briefly describe the.types of information/documents/for'ms found in the series Include the purpose or function of the series.) 

Documents quality assurance issues found during the dai ly Quality Assurance process 

7. Record Series F'ormat(s) List all 

• Letter Size • Mcrofilm 

D Legal Size • Computer Tape 

a Audio Tape • Floppy Disk 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soeclfvi 

Keyword Lookup, 

9; Volume 

• File Drawees). 

• Mcrofilm Reel(s) 

n Comnuter.Tanefsl 

Number 

• Other (soeciM 

• Bound Book • video Tape 

o Other fsnRrifV) 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soeclfvi 

Keyword Lookup, 

10. Annual Accumulation 

• File Drawer(s) 

D Microfilm Reel(s) 

a Computer Tapefs^ 

Number 
o 'Other (specify) 

n . File is Used 

• Dally • Weekly • Monthly • Anni ally 

12. File Becomes Inactive After 

^ • MonthfsV • Ynarfsl 

Number 

13. Current Location® (Bldg,, Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• • Yes • No 

15. Access Restrictions (If Yes, cite Lawts) & Regulatjon(s) 

• Yes • No 

18. Audit Requirements 

• None • State d Federal • Independent 

17. Is an index.System used?!lf yes, explain briefly and describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number, 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1(93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

PAGE -5M OF "1/ 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Quality Assurance Worksheet (DES 09-022) 
5. Eadiest Year/Latest Year 

,n 2010 

6. Record Series Description (Briefly describe the.types of information/documents/forms found in the series Include the purpose or function of the series.)-

Documents quality assurance issues found dur ing the dai ly Quality Assurance process. 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

• Legal Size o Computer Tape 

• Audio Tape a Floppy Disk 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other isoeeifv) 

Keyword Lookup 

9. Volume 

D File.Drawerfs). 

• • Microfilm Reel(sj 

n Cnrmutftr Tanpfs) 
Number 

o Other (specify) 

• Bound Book • Video Tape 

• Other fsoecifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other isoeeifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n Cnmuuter Tanfifs) 
Number 

• Other (specify) 

11. File is Used 

• Dally DWeekly, n Monthly DAnnuaijy 

12. File Becomes Inactive After 

U • MnnrhfSl n Yn artel 

Number 

13. Current Location(s) (Bldg., Floor, Room) ', 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes 1 No 

15. Access Restrictions (IfYes cite Law(s) & Regulation(s) 

• Yes • No 

16. Audit Requirements 

• None • State 0' Federal o Independent 

17. Is an Index System used?.]f yes, explain briefly and describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy until no longer needed then 
destroy after use. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20." Telephone Number 

410-996-5205 

'21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4I0-799-193D 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4I0-799-193D 

PAGE $ . $ OF *1l 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

R a d i o A n n o u n c e m e n t F o r m ( D E S 0 9 - 0 1 1 ) 

5. Eailest Year/Lalest Year 

t n 2 0 1 0 

6. Record Series Description (Briefly describe the types of Informattori/documems/forms found in the series Include the purpose or function of the series.) 

T o d o c u m e n t n e e d e d radio a n n o u n c e m e n t s f r o m t h e v o l u n t e e r F i r e / E m e r g e n c y M e d i c a l S e r v i c e s s e r v i c e 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size . • Computer Tape 

• Audio Tape • Floppy Disk 

9. Record Series Sequence. 

o Alphabetical 

• Numerical 

0 Chronological 

. • Geographical 

• Other fsner.ifv) 

Keyword Lookup 

9. Volume 

• File.Drawer(s). 

• Mcrofilm Reel(s) 

n Cnmnuter Tanefs) 
Number 

• Other fsoecifv) 

0 Bound Book • Video Tape 

• Other CsnedrV) 

9. Record Series Sequence. 

o Alphabetical 

• Numerical 

0 Chronological 

. • Geographical 

• Other fsner.ifv) 

Keyword Lookup 

10. Annual Accumulation 

^ n File Drawer(s) 

• Microfilm Reel(s) 

n CnmniJtfir TanflfVi 
Number 

• Other (specify) 

11. File is Used 

• Daily. o Weekly. • Monthly DAnnually 

12. File Becomes Inactive After 

0- • Mnnthfs) n. Yearfsl 

Nurrter 

13. Current Location^ (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice : 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

q Yes i No 

15. Access Restrictions flf Yes, cite Law(s) & Regulations) 

• Yes • Mo 

16. Audit Requirements 

• None • State • Federal o Independent 

17. Is an Index.System used? If yes,.explain briefly arid describe requirements 

0 Yes • No 

.19. Recommended Retention 

Retain hard copy until no longer needed for 
current business, then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor : 

20. Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/83) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ij(> OF 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Communications 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Receipt of E q u i p m e n t ( D E S 0 9 - 0 6 4 ) 

5. Earliest Year/Latest Year 

,„ 2 0 1 0 

8. P.ecord Series Description (Briefly describe the. types ofihformatlbn/docurnents/for'ms found in the series. Include the purpose or function of the series.) 

Documentation of equipment that is issued to each employee. 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

0 Legal Size • Computer Tape 

• Audio Tape o Poppy Disk 

9. Record Series Sequence. 

• Alphabetical 

o Numerical 

• Chronological 

• Geographical 

• Other (soecifvi 

Keyword Lookup 

9. Volume 

• File.Drawees) 

• Mcrofilm Reel(s) 

n Cnrmurer TanfiM 
Number 

• Other fsneclM 

• Bound Book • Video Tape. 

• Other fsDRcJfy^ 

9. Record Series Sequence. 

• Alphabetical 

o Numerical 

• Chronological 

• Geographical 

• Other (soecifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

•'. Microfilm Reel(s) 

n Computer Tan«fVi 
Number 

• Other (specify) 

11. File is Used 

• Dally • Weekly R Monthly. • Annually 

12. File Becomes Inactive After 

^ n Mnnrhfsl • Ynarfsl 

Number 

13. Current Locatlon(s) (Bldg.. Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

a Yes i No 

15. Access Restrictions (If Yes cite Law(s) & Regularjon(s) 

0 Yes • . N o 

16- Audit Requirements 

• None • State • Federal o Independent 

17. Is an Index System used?.If yes, explain briefly arid describe requirements 

a Yes • No 

18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott M e s n e a k 

IT & Records Retention Director 

20." Telephone.Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. t/9'J) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE £7 OF 

1. Department/Agency 

Department of Emergency Services 
2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
"1. Record Series Title 

Response Determinant Form (DES 09-005) 
5. Earliest Year/Laiest Year 

,o 2010 

6. Record Series Description (Briefly describ; the.types of informatioWdocuments/forins found in the series, include the purpose or function of the series.). 

To provide feedback from field personnel to see if the Priority Dispatch Response Determinants that are being provided by Dispatch are 
correct. 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

• Legal Size a ComputerTape 

• Audio Tape a Floppy Disk 

• Bound Book • video Tape, 

• Other fsoecifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

0 Geographical 

• Other (SDRdfvi 

Keyword Lookup 

9. Volume 

O File.Drawees). 

• Mcrofilm Reel(s) 

n Cnmrnitpr Tanpfil 
Number 

• Other (snecifvl 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

• Legal Size a ComputerTape 

• Audio Tape a Floppy Disk 

• Bound Book • video Tape, 

• Other fsoecifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

0 Geographical 

• Other (SDRdfvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

•', Microfilm Reel(s) 

n CnmpntRr Tape(s) 
Number 

• 'Other (specify) 
11. File Is Used 

• Dally • Weekly, n i n t h l y • Annually 

12. File Becomes Inactive After 

c 
• Month(S) • Ye arts) 

Nurrfcer 

13. Current Location(s) (Bldg.. Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.) 

o Yes • No 

15. Access Restrictions (IfYes, cite Law(s) & Regularjon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index.System used? If yes,.explain briefly arid describe requirements 

• Yes B 'Nu 

-18. Recommended Retention 

Retain hard copy for six (6) months after the file 
was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS55D-4 (Rev. V93) 



Instructions - T y p e or Print a separate form for D E P A R T M E N T O F G E N E R A L S E R V I C E S AGENCY RECORDS INVENTORY 

e a c h n e w or revised record series. Forward R E C O R D S M A N A G E M E N T D I V I S I O N 

with Records Retent ion Schedule ( D G S 5 5 0 - 1 ) 7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE OF 1) 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed a n d used as a unit for reference as well as retention and disposition OURDOSES. 
4. Record Series Title 

Emergency Medical Services Ride-a-long Application (DES 09-043) 
'5. Earliest Year/Latest Year 

tn 2010 

6. Record Series Description (Briefly describe the typesoflnformation/documents/forms found In the series include the purpose or function.of the series.)-

Used for personnel that wish to ride-a-long to submit an application for their eligibility. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

0 File Drawer(s) 

• Letter.Slze • Microfilm • Alphabetical 
• Microfilm Ree!(s) 

• Computer Tape(s) 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Numerical 

• Chronologica 

Number 

0 Other (SDeclfvl 

• Bound Book • Video Tape 

• Other (specify) \ 

• Geographical 

• Other (SDeclfv) 

10. Annual Accumulation 

• File Drawees) 

Keyword Lookup 
0 Microfilm Reel(s) 

Number 
• Computer Tape(s) 

• Other (specify) 

11. File Is Used 12. File Becomes inactive After 

• Daily 0 Weekly | Monthly 0 Annually 6 

Number 

• Month(s) • Year(s). 

13. Current Location(s) (Bldg., Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere?. Qf yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (if Yes, cite Law(s) &Regulatlon(s) 1B. Audit Requirements 

• Yes B 'No • .None 0 State • Federal • Independent 

17. Is an.Index System used? If yes, explain briefly and describe requirements .18, ^Recommended Retention 

o Yes • No Retain hard copy for six (6) months after the file 
was closed then destroy. 

19. Name and Title of Preparer 20. TelephoneNumber 2.1. Date 

Scott Mesneak 
I T & Records Retention Director 

410-996-5205 - 9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

010-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

010-799-1930 

PAGE Hi OF If 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Schedule II Drug Form (DES 09-039) 
5. Earliest Year/Latest Year 

,o 2010 

6. Record Series Description (Briefly describe the.types of Inforrratlbn/documehts/forrns found in the series Include the purpose or function of the series.) 

U s e d by prov iders to d o c u m e n t a d m i n i s t e r narcot ic m e d i c a t i o n s to pat ients . 

'7. Record Series Frjrmat(s) List all 

• Letter Size • Microfilm 

o Legal Size . • Computer Tape 

• Audio Tape • Floppy Disk 

a Bound Book • video Tape, 

n Other/snprifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snfirlfv) 

Keyword Lookup 

9. Volume 

D File Drawees) 

• Microfilm Ree!(sj 

n Onmniirer Tanpte) 
Number 

a Other (soecifVt 

'7. Record Series Frjrmat(s) List all 

• Letter Size • Microfilm 

o Legal Size . • Computer Tape 

• Audio Tape • Floppy Disk 

a Bound Book • video Tape, 

n Other/snprifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snfirlfv) 

Keyword Lookup 

'10. Annual Accumulation 

• File Drawer(s) 

o Microfilm Reel(s) 

o Comuuter TanefsV 
Number 

• Other (specify) 

11. File Is Used 1 

• Dally • Weekly a Monthly • Annually 

12. File Becomes Inactive After 

^ n Mnnthte) • Ye artel 

Number 

13. Current Location(s) (Bldg., Floor, Room)' 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency'or office.) 

n Yes i No 

15. Access Restrictions-(If Yes. cite Law(s) 6 Regulation(s) 

• Yes B.No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scot t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20." Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. U93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4IQ-799-I930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4IQ-799-I930 

PAGE OF " ~ | / 

1. Department/Agency 

Department of Emergency Services 
-2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Shift Exchange Form (DES 05-003) 
5. Earliest Year/Latest Year 

,„ 2010 

P. Record Series Description (Briefly describe the types of infonriatio'n/documents/forrns found in the series. Include the purpose or function of the series.) 

To allow personnel to switch shifts with other employees without using.leave. 

7. Record Series Format(s) List all 

• Letter Size u Mcrofilm 

• Legal Size • Computer T3pe 

• Audio Tape • Floppy Disk 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other f'snerifvi 

Keyword Lookup 

9. Volume 

• Fi!e.Drawer(s) 

• Mcrofilm Reel(sj 

n Cnmmtti»r Tanpfsl 
Number 

• Other (soeciM 

• Bound Book • Video Tape 

• Other Csnecify) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other f'snerifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

• Comuiiter TanefsV 

Number 

o Other (specify) 

11. File is Used 

• Daily o Weekly, o Monthly •Anriu ally 

12. File-Becomes Inactive After 

° • Month's) n. Yearfs) 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Department of Emergency Services Office . 
14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

• Yes- • No 

15. Access Restrictions (If Ves, cite Law(s) & Regulations) 

• Yes • Mo 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used?.If yes, explain briefly and describe requirements 

• Yes • No 

10. Recommended Retention 

Retain hard copy for six (6) months after the file 
was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director , 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev, 1(93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-193Q 

A G E N C Y RECORDS I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-193Q 

PAGE ^ / OF " * ? / 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

C o m m u n i c a t i o n s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Shi f t Fill W o r k s h e e t - C o m m u n i c a t i o n s ( D E S 09-016) 
5. Earliest Year/Latest Year 

t„ 2010 

6. Record Series DescfiptlonfBriefly describe the types of inforniatton/dacuments/forms found in the series. Include the purpose or function of the series.) 

A l l o w s s u p e r v i s o r s to c h e c k list e m p l o y e e s that h a v e b e e n ca l led to c o v e r o p e n shifts or last m i n u t e call outs . 

7. Record Series Formats) List all 

• Letter Size a Microfilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

• Other (sDectfv) 

B. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

9. Volume ' 

0 FileDrawer(s). 

a Microfilm Reel(s) 

n Comouter Tanefs) 
Number 

n Other fsoecifv) 

7. Record Series Formats) List all 

• Letter Size a Microfilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

• Other (sDectfv) 

B. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

10. Annual Accumulation 

p File Drawees) 

• Microfilm Reel(s) 

a Cnmuuter Tanefs) 
Number 

• Other (specify) 

11. File Is Used 

• Dally. • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

^ n Month's) • Yearfs) 

Number 

13. Current Location(s) (Bldg,, Floor. Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

o Yes i No 

15. Access Restrictions (IfYes, cite Law(s> & Regulations) 

• Yes • No 

•18. Audit Requirements 

• None D State • Federal o Independent 

17. Is an Index System used?.If yes,.explain briefly and describe requirements 

• Yes • Nu 

.18. Recommended Retention 

Retain hard copy for one (1) year then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for ; 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for ; 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE -̂2- OF "li 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

E m e r g e n c y Medical S e r v i c e s 

3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Shift Fill Worksheet EMS (DES 09-046) 
5. Earliest Year/Latest Year 

,„ 2010 

6. Record Series Description (Briefly describe the'.types of infomTatldn/documents/for'rrs found in the series include the purpose or function of the series.) 

A l l o w s s u p e r v i s o r s to c h e c k list e m p l o y e e s that h a v e b e e n ca l led to c o v e r o p e n shif ts or last m i n u t e call outs. 

7. Record Series Farmat(s) List all 

• Letter Size • Microfilm 

• Legal Size o Computer Tape 

• Audio Tape o Floppy Disk 

B. Record Series Sequence 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other rsnecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(sj 

n Cnmniimr Tanpfs* 
Number 

• Other fsneclfv) 

• Bound Book • video Tape. 

• Other fsoetlfvj 

B. Record Series Sequence 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other rsnecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

O Comouter Taoefs) 
Number 

• Other (specify) 
11. File is Used 

• Daily. • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

^ O Monthfsl •) Yearfsl 
Number 

13. Current Location(s) (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office;) 

• Yes i No 

15. Access Restrictions (If Yes, cite Lawfs) & RegularJon(s) 

• Yes • Mo 

16. Audit. Requirements 

• None • State • Federal O Independent 

17. Is an Index.System used? If yes, explain briefly and describe requirements 

• Yes • No 

.IB. Recommended Retention 

Retain hard copy for one (1) year then destroy. 

19. Name and Title of Preparer 

S c o t t Mesneak 
IT & Records Retention D i rec tor 

2U. Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/83) 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-795-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h n e w or revised record series. Forward 

with Records Retent ion Schedule (DGS 5 5 0 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-795-1930 

PAGE t 3 op 7j 

1. Department/Agency 

Department o f Emergency Services 
2. Division 

Emergency Medical Services 
3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention a n d disposition purposes 
4. Record Series Title 

Special Purchasing Department Inventory (DES 09-045) 
5. Earliest Year/Latest Year 

tn 2010 

6. Record Series Description (Briefly describe the types of Information/documents/forms found in the series include the purpose or function of the series.) 

Used to order bulk supplies used by Emergency Medical Services units from Union Hospital 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size o.Computer Tape 

• Audiotape • Floppy Disk 

o Bound Book • Video Tape 

• Other ISDedfv ) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical-

• Chronological' 

• Geographical 

• Other csDecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

D ComnutRr Tanp.fRl 

Number 

• Other (soeclfv) 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size o.Computer Tape 

• Audiotape • Floppy Disk 

o Bound Book • Video Tape 

• Other ISDedfv ) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical-

• Chronological' 

• Geographical 

• Other csDecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

o Microfilm Reel(s) 

• CnrnnirrprTanRfsl 

Number 
a Other (specify) 

11. File Is Used i 

• Daily ^Weekly • Monthly o Annually 

12; -File Becomes Inactive After 

e 
° • MnnthfO n Y P a r f O 

Number 

13. Current Locatlon(s) (Bldg,, Floor, Room) ; 

Department o f Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions .(If Yes, cite Law(s) & Regulation(s) 

• Yes B 'No 

16. Audit Requirements 

• :None n State •.Federal • Independent 

17. Is ah Index System used? If yes, explain briefly and describe requirements 

• Yes • .No 

IB. Recommended Retention 

Retain hard copy for six (6) months after the file 
was closed then destroy. 

18. Nameand Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) ; 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

41Q-799-193Q. 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) ; 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

41Q-799-193Q. 

PAGE if1*) OF "7/ 

1. Department/Agency 

Department of Emergency Services 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Special Report with supplemental page (DES 05-001) 
5. Earliest Year/Latest Year 

„ 2010 

6. Record Series Description (Briefly describe the.types of inforTration/documents/fdrrTis found in the series. Include the purpose or function of the series.) 

For daily documentation of everyday occurrences that may involve personnel, equipment or other agencies. 

7. Record Series Fbrmat(s) List all 

• Letter Size • Microfilm 

• Legal Size .0 Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book o Video Tape. 

• Other fsnerifvl 

B. Record Series Sequence 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsner.ifvi 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Computer Tappfs) 
Number 

n Other fsoecifvl 

7. Record Series Fbrmat(s) List all 

• Letter Size • Microfilm 

• Legal Size .0 Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book o Video Tape. 

• Other fsnerifvl 

B. Record Series Sequence 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsner.ifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

n Cnmputp.r TappfVv 
Number 

• Other (specify) 
11. File is Used 

• Dally •Weekly D Monthly • Annually 

12. File-Becomes Inactive After 

^ n Mnnrhfsl Q Yearfcl 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

Primary Data Center 
14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• ' Yes 1 No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation^) 

• Yes B.Mo 

1B. Audit Requirements 

• None a State • Federal • Independent 

17. Is an Index" System used? If yes,.explain briefly arid describe requirements 

• Yes • - No 

1S. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 650-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) ; 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) ; 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE OF ~F/ 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Serjes Title 

S ta t ion Inventory ( D E S 0 9 - 0 4 4 ) 

5. Earliest Year/Latest Year 

, 2 0 1 0 
to 

6. Record Series Description (Briefly describe the.types of infbrmatrbn/docurrents/forrns found in the series include the purpose or function of the series.) 

U s e d to inventory bulk supp l i es u s e d by E m e r g e n c y M e d i c a l S e r v i c e s units 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

0 Legal Size .• Computer T3pe 

o Audio Tape nFloppy.Disk 

• Bound Book • Video Tape. 1 

• Other (soetifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other (soer.ifvi 

Keyword Lookup 

9: Volume 

D File.Drawer(s) 

• Microfilm Reel(s) 

n Comnuter Tanfifsl 
Number 

• Other fsnecifv) 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

0 Legal Size .• Computer T3pe 

o Audio Tape nFloppy.Disk 

• Bound Book • Video Tape. 1 

• Other (soetifv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other (soer.ifvi 

Keyword Lookup 

10. Annual Accumulation 

D File Drawer(s) 

•'. Mlcrufilrn Reel(s) 

n Computer TapftfsV 
Number 

D Other (specify) 

11. File Is Used 

• Dally ^Weekly. • Monthly • Annually 

12. File Becomes Inactive After 

e 

° • Monthfsl • . Yeartsl 
Number 

13. Current Locatlon(s) (Bldg.. Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (If Yes, cite Lawfs) & Regulation(s) 

0 Yes • No 

16. Audit Requirements 

• None D State • Federal • Independent 

17. Is an Index'System used? If yes,.explain briefly and describe requirements 

• -Yes B 'Nu 

18. Recommended Retention 

Retain hard copy for six (6) months after the file 
was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev, 1(93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4io-7gg-ig3Q 

AGENCY RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4io-7gg-ig3Q 

PAGE OF I 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

S u g g e s t i o n F o r m ( D E S 05-002) 
5. Eariiest Year/Latest Year 

,„ 2010 

6. Record Series Description (Briefly describe the.types of informatio'n/documents/forrns found in the series. Include the purpose or function of the series.) 

T o a l l o w p e r s o n n e l to m a k e s u g g e s t i o n s o n n e e d e d c h a n g e s tha t a f fect dai ly opera t ions : 

7. Record Series Format(s) List all 

• Letter Size •Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

8. Record Series Sequence 

• Alphabetical 

o Numerical 

• Chronological 

• Geographical 

• Other (soecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s). 

• Microfilm Reel(s) 

n Cnmniif*r Tanete) 
Number 

0 Other CsnecifVl 

• Bound Book • Video Tape 

• Other fsoedfvl 

8. Record Series Sequence 

• Alphabetical 

o Numerical 

• Chronological 

• Geographical 

• Other (soecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n Comtiuter Taper's) 
Number 

• Other (specify) 

11. File Is Used 

• Daily > Weekly • Monthly • Annually 

12. File Becomes Inactive After 

g 
• Mnnthfs) n Yn artel 

Number 

13. Current Location(s) (Bldg., Floor. Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes 1 No 

15. Access Restrictions (IfYes, cite Law(s) & Regutatjon(s) 

O Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

D Yes • No 

18. Recommended Retention 

Retain hard copy for six (6) months after the file 
was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS55D-4 (Rev. 1/B3) 



Instructions - T y p e or Print a separate form for 
each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y 

PAGE ia? OF * " | / 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Haz Mat 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally tiled and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Training Form (DES 09-052) 
5; Earliest Year/Latest Year 

, 2010 
to 

6. Record Series Description (Briefly describe the types of Inromwtio'n/dacuments/forms found in the series include the purpose or function of the series.) 

Sign-in sheets for hazardous material technicians when preforming training. 

7. Record Series F'ormat(s) List all 

• Letter Size • • Mcrofilm 

• Legal Size a Computer Tape 

0 Audio Tape a Floppy Disk 

• Bound Book • video Tape 

• Other fsnerlfv) 

0. Record Series Sequence 

Q Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soerifvi 

Keyword Lookup 

9. Volume 

O File Drawerfs) 

a Microfilm Ree!(s) 

• Cnmputfr TanpM 
Number 

• Other fsoeclM 

7. Record Series F'ormat(s) List all 

• Letter Size • • Mcrofilm 

• Legal Size a Computer Tape 

0 Audio Tape a Floppy Disk 

• Bound Book • video Tape 

• Other fsnerlfv) 

0. Record Series Sequence 

Q Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soerifvi 

Keyword Lookup 

ID. Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

n Cnmr.iutp.r TapfttVi 
Number 

• Other (specify) 
11. File is Used 

• Daily p Weekly. 0 fvtonthly • Annually 

12. File Becomes Inactive After 

^ • Month's! 1 Yfiarfsl 

Number 

13. Current Locatlon(s) (Bldg.. Floor, Room) 

Department of Emergency Services Office 
14. Is Record Series Duplicated Elsewhere? (if yes. specify agency or office.) 

n Yes P No 

15. Access Restrictions (If Yes, cite Lawfs) & Regulation^) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal o. Independent -

17. ts an Index System used? If yes, explain briefly arid describe requirements 

O Yes • No 

18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name 3nd Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 560-4 (Rev. 1/03) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE i ? ^ OF "11 

1. Department/Agency 

Department of Emergency Services 
2. Division 

Communications 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
•1. Record Series Title 

Uniform Issue Form (DES 09-061) 
5. Eariiest Year/Latest Year 

to 2 0 1 0 

6. P.ecord Series Description (Briefly describe the.types of Informatlon/documents/fbrms found in the series include the purpose or function of the series.)-

T o check list uniforms that are issued to personnel in Communications 

7. Record Series F'ormat(s) List all 

• Letter Size • Mcrofilm 

• Legal Size .0 Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book o Video Tape. 

• Other fsoecifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snerifv) 

Keyword Lookup 

9; Volume 

0 File.Drawer(s) 

• Mcrofilm Reel(s) 

n Computer Tanefs) 
Number 

o Other (soecifv) 

7. Record Series F'ormat(s) List all 

• Letter Size • Mcrofilm 

• Legal Size .0 Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book o Video Tape. 

• Other fsoecifv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snerifv) 

Keyword Lookup 

10; Annual Accumulation 

• File Drawer(s) 

• ' Micrufilm Reel(s) 

o Cnmutiter Tarwi'sY 
Number 

• 'Other (specify) 
n . File is Used 

• Daily • Weekly • Monthly. • Annually 

12, File Becomes Inactive After 

^ • Mnnthts) Yearfsl 

Number 

13. Current Locations) (Bldg,, Floor, Roorii) ; 

Department of Emergency Services Office 
.14. Is Record Series Duplicated-Elsewhere? (if yes, specify agency or office,) 

• Yes i No 

15. Access Restrictions (If Yes, cite Lavv(s) S Regulation(s) [ 

o Yes • No 

16 Audit Requirements 

• None • State o Federal • Independent 

17. Is an Inde*.System used?'lf yes,.explain briefly arid describe requirements 

• Yes • No 

.18. Reco mmende d Retentlo n 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention D i rec tor 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

4 10-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

4 10-799-1930 

PAGE OF 1 | 

1. Department/Agency 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s 

2. Division 

E m e r g e n c y M e d i c a l S e r v i c e s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
-1. Record Series Title 

W a i v e r of Liability ( D E S 0 9 - 0 3 8 ) 

5. Earliest Year/Latest Year 

,o 2 0 1 0 

6. P.ecord Series Description (Briefly describe the.types of informatton/documents/forms found in the series include the purpose or function of the series.) 

U s e d for p e o p l e tha t r ide -a - long o n t h e E m e r g e n c y M e d i c a l S e r v i c e s m e d i c units 

7. Record Series Format(s) List all 

• Letter Size • • Mcrofilm 

0 Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book' o video Tape. 

• Other fsoecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifv) 

Keyword Lookup 

9. Volume 

• File Drawees) 

• Mcrofilm Reel(s; 

n Cnmpittpr Tanpfs) 
Number 

• Other fsoecifv) 

7. Record Series Format(s) List all 

• Letter Size • • Mcrofilm 

0 Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book' o video Tape. 

• Other fsoecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n CnmiJutRr Tansf's'i 
Number 

D Other (specify) 

11. File Is Used 

• Dally. • Weekly • Monthly. o Annually 

12. File Becomes Inactive After 

^ n Mnnthfsl • Ynarfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation(s) 

• Yes • No 

18- Audit Requirements 

• None • State • Federal o Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for one (1) year from the end of 
the fiscal year the file was closed then destroy. 

19. Name and Title of Preparer 

Scot t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev, U03) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1 ) ! 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1 ) ! 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 10 OF "71 

1. DepartmenfAgency 

Department of Emergency Services 
•2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Weather Notification Form 
5, Earliest Year/Latest Year 

t„ 2 0 1 0 

6. Record Series Description (Briefly describe the.ty'pes of Informatlon/documents/forms found in Ihe series. Include the purpose or function of Ine series.) 

Provides documentation of emergency weather notifications that are received from the National Weather Service and verifies notification 
of other appropriate agencies. 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Sire • Computer Tape 

0 Audio Tape • Floppy Disk 

• Bound Book • video Tape 

• Other (soedM 

9. Ftecord Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

9. Volume 

• File. Drawerfs). 

• Microfilm Ree!(s) 

n Cnmnurer Taneftf 
Number 

n Other (soedfV) 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Sire • Computer Tape 

0 Audio Tape • Floppy Disk 

• Bound Book • video Tape 

• Other (soedM 

9. Ftecord Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

10. Annual Accumulation 

O File Drawer(s) 

• Microfilm Reel(s) 

o Comuuter Tanefs^ 
Number 

• Other (specify) 
11. File is Used 

• Dally ^Weekly • Monthly • Annually 

12, File:Becomes Inactive After 

Permanent D M n n t h ( s , n Y n a r f t l 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

Department of Emergency Services Office 
H. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes. cite Law(s) & Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None o State d Federal o Independent 

17. Is an Index System used? If yes.explain briefly and describe requirements 

0 Yes • No 

.18, Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and Title of Preparer 

Scott M e s n e a k 

IT & Records Retention Director 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 
each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 
each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ~Tl OF 7̂1 

1. Department/Agency 

Department of Emergency Services 
•2. Division 

Haz Mat 
3. Unit 

DEFIN IT ION - R E C O R D S E R I E S : A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Work Detail Sheet (DES 0 9 - 0 5 1 ) 

5. Earilest Year/Latest Year 

, 2 0 1 0 
to 

6. P,ecord Series Description (Briefly describe the.types of inforrnatibn/dacuments/fomTs found in the series Include the purpose or function of the series.) 

S ign - in s h e e t s for h a z a r d o u s m a t e r i a l t e c h n i c i a n s w h e n pre forming w o r k de ta i ls 

7. Record Series Format(s) List all ! 

• Letter Size Q Mcrofilm 

• Legal Size a Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape, 

n Other fsnerifv) 

8. Record Series Sequence. 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other fsoecifvl 

Keyword Lookup 

9." Volume 

• File Drawerfs). 

• Mcrofilm Reel(s) 

o Comouter Tanefsl 
Number 

• Other fsoecifvl 

7. Record Series Format(s) List all ! 

• Letter Size Q Mcrofilm 

• Legal Size a Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape, 

n Other fsnerifv) 

8. Record Series Sequence. 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other fsoecifvl 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

O Microfilm Reel(s) 

o Comouter TanefsV 
Number 

• Other (specify) 

n . File is Used 

• Daily (Weekly • Monthly • Annually 

12. File Becomes Inactive After 

1 
• Monthfsl a Yearfsl 

Number 

13. Current Location(s) (Bldg,, Floor, Room) 

D e p a r t m e n t of E m e r g e n c y S e r v i c e s Of f i ce 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes- i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation^) 

• Yes • No 

16. Audit Requirements 

• None D State • Federal o Independent 

17. Is an Index System used?.|f yes,.explain briefly and describe requirements 

• Yes • Np 

1B. Recommended Retention 

Retain hard copy for one (!) year from the end of 
the fiscal year the tile was closed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 




